oGe Has Reviewed" 


I ie nai in 1st ra act ve rie CPUCTTONS 


i 


CONF ioeNvIAL 


ea 


*OGC Has Reviewed" 
Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 sw 


“¢ CONFIDENTIAL a RESTRICTED ) UNCLASSI' 
; _ (SENDER WILL CIRCLE CLASSIFICATIO BOTTOM) | ce 


{ apt 
| : OFFICE OF SPECIAL OPERATIONS 
p ROUTING SLIP . 


ASST, DIRECTOR FOR SPECIAL OPERATIONS fee eis . 
DEPUTY ASST, DIRECTOR 


ne aa 

fe eee 

Des EERE 

Se eld 
|| 

rs 
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‘ - 7 CENTRAL INTELLIGENCE /.GENCY 
STATINTL | | 


qt 


STATINTLE! 


Washington, D. C. 


| ADMINISTRATIVE INSTRUCTION . Lt Migust 198. 
NUMBER x | a 
SUBJECT: Personnel Policivs and Proreaures | ory / 


te 
ae 
} 


STATINTH Raodsion : 


“Adminis trative Instructions [= dated 31 dctober 1963 
ee nd iimendment Now 1, dated 13 December 1946 and 10° 

STATIN tober 19l7 respec tively’; . iy 

And Amendment No. 1, dated 2h Apri 

ptember. 19:7 respectively; 


dkted l; December 1973 


dated 30 June 1948; 
Memorandum ently Febru vary 197, Subjegt: ‘policy Governing 
J Classification of Positions in AIG, to the Assistant * 
ae 7 | Director& of all Offices and : ribet of Coordinating 

oe and Planning Staff. 


Me P if 
a if 


i 


19:7 anda 


\ 
STATINTL . sy 


teas Poe: 
' ", 
j 
i 


5 
Seveounel Branch Res onsibilitics f go a, ae 
f = ’ ie 
ee ae ‘The Personnel Brandy, A&M, id responsible for performing the 
ok a ‘following functions with respect bo progurenent, processing, po che 

"Shey classification and termination of ia 

(1) Maintaining a curtght record of authorized vacancies 

and approved requys tions. 

\ é % 

RY (2) Establishing priorities for recruitment on an ageney- 

| _ wide basis. f ' 


7 
Raid 7 


Y : (3) ieencsinios dons tant co tact with potential recruit. 
ment SOUrCHS s 
i 
' rath)? Contacting and negotiating \with individual applicants 
‘ . for anol aynanks : . 


(5) Coordinating with the Bxved tare for Inspection and 
security in connection with ing tiating and capedt ting 
security clearances for prospective employees. 

f ‘ 
(6) Finally approving all personnel ‘actions for spades’ 
P=5', CiF-12 and below. Grades p-6, CiF-13 and above — 
require the approval of the Executive Director or in 
is absence the Executive for idministration ‘and. 


Management. ; p 3 ‘ 
ra : oe ea ie Any 


= A ee (7) # Classification and allocation of positions to appro-.. 
\ <= a :. priate t oRES TRIG and class, and for determining 
\ . _ . ¢ rates of oR ESERICTED: positions not subject to | . : 
Te, ae the provisions of the ED ee cation ucte 7 | 

oF, 
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', established Civil Service procedures. 
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(8) ‘Processing all personnel actions including appoint- 
ments, intra-agency transfers, promotions, deinotions, 
within-grade promotions, and separations. oo 


(9) Providing an employew relations program to protect 
- and stimulate employee interest and to serve as a 
medium for management-employve relationships. = 


(10). All disciplinary action will be considered and acted 
‘Upon by the Personnel Branch, based upon written 


charges prepared by the Operating agency dnd signed 
by the Assistant Director or Staff Chief concerned. 


(11) Establishing and operating a testing and training 
; program to improve the selection and performance of | 
employees. em sai Papi 


(12) Maintaining liaison with the Dept: of State and the 
- armed forces for the purpose of administratively 
, ‘Supporting detailed IAC personnel. ; 


i ‘ : ae : ; . \ : ; 
(13) Providing a comprehensive medical program to insure 
the health and physical well-being of all employeés, » 


be ‘The Personnel Branch, aM, performs constant liaison with 


| the Civil Service Commission on all matters requiring Civil Service 


approval, such as classification of positions, vfficiency ratings, 
certification of employees from Civil Service registers, etc. 


2. Basis for Personnel ictions 
— eeeecnierrenreannnn ree tae ee Ate VLOG 


_ . & Assistant Directors and Staff Chiefs are responsible for 
insuring against personnel actions affecting individuals under their 
Supervision which are not based purely on relative merit. Emphasis 
on relative merit extends throughout: all personnel matters, including: 
procurement, assignment to duty, promotions, work allocations, leave © 
determinations, etc. Merit shall be considered as including: demonstrated 
ability, personal industry, integrity, loyalty, comparative length of 
service, and comparative general efficiency,. ae 


be Supervisory personnel must become so thoroughly familiar 


with the personnel wnder their — jurisdiction and their utilization 


that they will recognize any contrary tendency and take appropriate 


action immediately. eae 7 


3. Policies for ‘npointment 


“As, A21 OTA posi tions are. filled under "Schedule 4" authority . | 


by direct recruitment rather then by certification from the Civil 


Service Commission,.. However, all positions are filled in accordance with 


De the, following policy is. established for effecting appoint- 
ments to fill vacant pesitions: - baer ss RS ve Je 


ae 


4 
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* (1) Individuals without prior Government. service will bo- 
given an excepted appointment under "Schedule A" and 
will be required to serve the first full year of 
scrvice in a trial poriod status. 


(2) Individuals with prior Government service whe have served 
under war service or excepted appointments will be given 
an oxcopted anpointment under "Schedule A" end will bo 
required to serve the first six months of sorvice in 
a trial period status, - | 


(3) Individuals with Civil Service status will be apnointed | 
by transfor or reinstetement to positions without eny time 
limitetion or trial period. _ Bsa i, 


c. During the trial period the employee will receive the 
special attention and instruction recuired to accusint him with his — 
duties end to develop his ebility to perform his work in the most 
satisfactory manner. After a fair and full trial period, an employes 
will be terminated if his services de not meet Agency standards. . 
Employees with vetvurants preference or Civil Service status will be 

accorded all rights and privileges granted them under the Veterans 
Preference Act of 1944, as amended, end Civil Service rules end rogula- 
ti nes es . . 


; a, Givilian employees may d¢ promoted to higher gredes subject 
to: eg 


| (1) Existence of a suitablo vacancy. 
| . (2) Complete qualification of the individual for the vacancy. 


(3) Proven and demonstrated ability to perform the dutics 
of the. next highor grade for a minimum period of ninety 
days in positions classificd at grades CAF~7 or P-2 — 
and above. This does not constitute a berricr to promotion 
of individusls whose positions have been reclassificd to 
higher grades. . 


| 

} 

| 7 | 

. (4) In order thet the employee may receive credit for the 

demonstration period the office concerned will submit 

Form 37-3 to the Personnel Branch indicating the date 

the employee is deteiled to a position classified at 
a higher gradc. - oe 


(5) ‘For a period of} 6 months ‘precoding, the promotion: "a 


. A.Good or Better effecicncy reting for grades up to : es 
CAF-4 and equivalcnt; Very Good. or Excellent effecicncy i 
ae . - - pating f “AR25 to 13 or equivalent, For as 
. | _ grades ORES RIC TED:tovc an Excellent effeciency = 
b rating is required. : a . 
_ 


\ 
te : 1 
& 
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b. Promotions are lirited to one prade excent. in those ceses 


where no intermedir te eae has been ea sehyvaned: 


oe. ifter considering: all the Peeters indicated ebdvel the 


recomrending and annroving avthorities will use the followine table as 


a auide in determinine annronriate tire in gysde for nroration nurnoses: 


Or Sh Ot 8 Smt FO OL ONT YEE SEED OOM EASE DELO! eee GN OTITD: Od MN PISO C RR REN ON wh ae CRE VIP RENEE! BE Genet ens aneet 


Se Po LeUOP ee, OMe es _...... fime_in Grade. 
i! Par ome Mal | 
2 3 8 gant” A 3 months 
cae BP . Sh guftig | 
Ue te aes —~4- Rare wa on Ae es Ma ie oe 
1 os Boa mea Oe ae i LO MONG HO St ieee 
ih, & 6 Gee 
2 8 Tae. a 28 ie 
: 2 8 | ae ee - 9 months, 
ee ee ae rte er ee i GRICE Seer oe ae I ee 
9 | 
eer rath Oech tk la oo at ne ng pio ale ORGNS 


Pa eaneaes mess + 


as Ss ee eae a es Ge eo ON OS en 


tesa. alee Sat eat Na iol Cane ane oun oe ott tee os Oe MOM UNE) 


Geet CD eit octet OE seta en ee ee PORen es, 


24, months. 


ot ener comes see aoet 


ae ere eee eee Ree eerie Re een eae scott ee ee ete Mahe one a en cae me nem me fe teenies ammo e sme 


5. Intra-Agency transfer Policy 


a. mplovees ray not seek reassignment within CIA without the 
orior written annroval of the Uhief, Yersennel I ranch, or his authorized 
representative, ~uch apr: val wd he bh sec unon the recormendation of 
the apnronpriate Assistant «irector or Staff Chief, 


bh. Supervisory personnel mry not interview or seek the. transfer 
of personnel without written approval described in 5a above, 


6. sppeint trent Processine Procedures 


ea, the Folreutne proceduves are established for the ‘processing 


of cegaeldve te for employment within CIA 


(1) ieatebont Digeoers and aes Shiefs will transmit 
Recruitment secuest Form !:o. 37. in duplicete to the 


Personnel branch +s: requigttdons ho fill authorized vacancies 


end forwerd Personnel :ction Recuest Form So, 37-3 in 
: cuadruplicate to the Perscnnel Eranch as requisitions 
‘for:actuel employment cf ay: individual-selected. In 

order to commence security elesrence, nersonnel actions 
“may be submitted against positions. Hlready filled, 
~roviding the office concerned informs the Personnel franch 

on the 37-3 that the resent incumbent is veceting the 


nosition and the approxime te. date thet the vosition will 
becore vacant. 


whee 


at 


oye 


a 
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on Forms | to RFS TRICTED, History Stutcmont Forms "O.. 


3G-] will be otained by the Personnel Trench and will. 
be forwarded to a nronriate officcs within CIA. If 
intcrested, the offico will indicate to the ersonnel 

Branch the nositio: to viieh the in‘ividual viol te 

assigned, Final sclection or rejoetion, above grade 
CAF~5, will rest wit! the avpropriate Assistant Director 
or Staff Chief. However, the Chief, Personnel. Branch 
will refer to the Executive for A&M any rejoction case 
which he believes is not warranted. 


b. Final authority for the s¢ lection and assianrent of 
croloyces in nr.ide CAF*5, ecuivalent erades and wape rates 
and holow, rests with ‘he Chief, Personnel French and . 
consequently such cases are rot referred to Assistant 
Directors or Staff Chiefs for action. 


¢. A] personnel assignmerts are subject to the Security 
annroval of the Lxecutive for I.& 5S. ‘ 


(3). Unon the recent of. Form No. 37~ “35 the ergonnel. Branch 
Will make’ an offer of cunloyment te the individual 
concerned, subject to satisfactory security clearancc, 
and u ton indicated acce tance will initiate action for 
security clearance. Under no circumstances will either 
grede or salary be sxecifically included in the offer, 


(4) The Persorne] Branch will notifs the office concorned of 


the failure of individuals to receive seevrity el: arance «and 


will take awronriate actior to inform the in“ivievel of 
his rejection. 


(5) The Excertive for .dmiristr.tion «ind anagement, or the 
Ghicf, Pezsonnel Sranch, vill cont.ct all indivicusls 
(jnelvding Cstejled IAC nersonnel) relative to cntronec 
on duty. Individuals essigned to -ersornel pools vill: be 
instructcd to renort for duty in the various offices by 
the Chicf, P:rsonnel Branch, following security clearance. 

Each individual, including assigned. IAC personnel, 


reporting for duty will oresent to the avprooriate Assistant . 


Director or Staff Chief a written notice form the Chief, 
Personnel Franch, ststing that such individual has been. 
fully cleared and is assigned for duty. A cony of this 
notice will be furnished the Executive for Insncction 

and Security. In extraordinary circumstances. the 
Executive for Adninistretion and lianagenent may give 

verbsl authorization for entrance on duty after assuring 
himself that all required »roccssing has. been comleted. 
Ho individuel. wil. ke accented for.duty without such notice, 


iP Provotion ‘Proc ssing. Procedures ” 


7 Assistant Ege Chiefs yall forward Form 37-3 
to the Personnel Brench, ESTRE ent information to indicate com- 
pliance with the policiés defined: in narcgrsnh 4 above.» 


fo siapeeetegeetnetnmeene crete: “ iil iataliactis “aneneneireteni can cemeneattanaatanammnatantncmemenmmmmraratimmmmmmmmmmmemmmmtmemimemtemmemmaaani 
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De Kecucats, from ficld stations for »romotion and ‘sromotion 
es \.hich include rcassignment mist be accornanicd hy an cmnloyco-nre~ 
iss yosition deserintion thich outlincs the duties ind resnonsibilitics. 


of the hirhor grade together: vith tho remarks 2nd certificrtion of the 


dis snosition of the case Ad, bc mado. 


inmodiate suncrvisor. The position descrintion should include: 


@) An original, objective, concrete and fectun) word victuro. 
myer the joh being »crformed. 


(2) The dogrie of difficulty and rcsnonsibility inherent in 
the position. 


(3) The nature «nd extent of suncivision and of indenendent 
judgments ond decisions excreised hy the incumbcnt. 


c. After review of 11 factors by the Personne] Br-nek, »roner 


8. galary idministr notion 
Regular full-time cmoloyces and temnorary employcos of CIA with 
a regular tour of duty comvensatcd on a ner annvm basis will he paid in 
accordance with the following nolicy: 


..  @ Entrance on Duty Selory 


(1) Now anpointments will he made at the base salary of the 
grade. (Trensfers, vrorotions, derotions, rcerploynent, 
and reinstatemonts are not new anpointments within the 
meaning of this regulation.) 


(2) Erployees appointed *y transfer, reinstatement or 
reenmloyment to a nosition of the sime grade .ill he oc rmit~ 
tcd to. retain neriodic nay increnscs vreviously reecived. 


(3) Employces anpointed by transfer, reirstatument, or 
reemploymcent to a positior “na lower grade than last 
‘held will reecive salaries fixed to allow credit townrd 
within-grede promotions for all scrvice in apnoralment grade 
-and high«w1 grades. re 


b. ‘Pokcemining, S: Salery in Case of Promotion - 


(1) When an cmpLloyce is promoted to a higher grade nosition, 
~ ho must be commons ted at the base of the grade if the 
entrance salary «xcccds eny he has nreviously carned in 
the Federal Servicc. . _ 


hatuatth be 


Wii GS atieiaoe a 


Sigh meets dae 


(2) When an emnloyce vho has previously iseniiea. 2, change 
to a lower gr:de is promoted, his salary will be. fixed 
so.as to allow credit toward " Withinegradc »ronotion for 
all orcviovs service in the grade to which he is being 
yromotcd or for service in any hivhcr grades, 


Neg 


4: 
ie 
i 
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(1) To dotcrmins solary in case of © chenge to lower grade, 
' the employco may be given eredit for cll scrvicc previously 


previously held. 
(2) Excestions: The nolicy outlined above docs not apply in 


a = performed in the lower grado and in eny higher gradcs 
the following type of enscs: 


(a) Employees vho hive carned meritorious poy inorenses. 
. —_ An omployce who has beon given a within-grade pay | 
. _ dncrensc becaties of esnedially meritorious servico 
or as a reward for suncrior accomplishment will, at 
the time ho is domoted, bo permitted to retain one 
stop for each such advonecment, 


(b) Change to lower grade to accoxt probational appoint- 
Pg ae . Ment, If the change to e lower grade is: due to employce's 
tase desire to accont, vrobational appointment, ha rill be; 
compensat.d at the stcn in, the lower grade which is 
nearcst (but not in cxcess of) the present salary 
in the high r grade, 3 


Sa a Aaa 


von (ey. Change to lower grado for cisciplinsry reasons. 

If the employee is changed to a lower grede for 

© set disciplinary roasons, his salary rate will be sct at 
| the base of the grade to which he is dcmotcd, in the 
= . ae abscnec. of snecifie nrovision to the contrary, 


‘ 


SD ENR 


9. lithin-Gr.de’ Promotions 
_ ae An chployee occupying a classificd vosition nay be advanced 
to the next highcr rite within his grade, vrovided that hc’ has twelve 
months of scrvicc for grades P=3, CAF-10 and below or hes cightcon months 
service for gradcs P=4, CAF-11 and above. In addition, the employce must 
have « current efficiency rating of "Good" or bettcr. ae 


{ 

| b, The Chicf, Personnel Branch, is rcesnonsible for keening records 
i to determine vhen cmployces are eligible for withine-grade promotions, 

Prior to the actual Salary increrse, tho Chief, Personnel Brench, will: send 
rating Form No. 37105 to the employee's immcdinte supervisor for certifi- 

w cation th.+t the cmployce's conduct is satisfactory. Determination will 
| 


also be medc that the cfficiency rating is sppropriatc. 


C. Provisions cxist for tho advancement hy ston promotions for 
personncl occupying ~ositions not subject to the provisions of the 
Classification Act, 


10, assignment of IAC Detailod Pursonnel 
5° ee a Seeshol be tue responsibility of the rvcciving O°Fico or Staff 


Section to initiate a om RESTRICTED” all assigned IAC personncl 


7 
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prior to ontrence on duty, The 373 (3 conics) shell be accommenicd by 
Personal History St-toment (2 copics), ! 


* nk De Tho Personne), Drench ‘d11 initiate request for security 
-. @learancecs. . bate 


Ce eensritions and Intra-goney transfcrs of TAC “ersonnel will 
he reported to Personncl Prench by Form 37-3, initietcd hy the appropriate 
office, 7 ie 


t 


ll. Tormination . 
: ae, : é 


& Offiecs and Staff Sections 14il] complete Form ilo, 37-3 for 
emplorces undor their jurisdiction who have submitted resignations, 
stating the reason therofor, together with “ny cxplanation or suggestion 
Which may holy to -revent the loss of. the emmloyce, und forverd the completed: 
form to the Chief, Pcrsonnol Erangh, at least two weeks in advance of the | 
‘Separation date. Upon receipt of Form io. 37-3, tho Personnel Drench, 
aftcr pre-cxit intervicw, in instanecs in which the cmployce still wishes 
to resign, will prevarc Cloarrnec Form No. +34=30 indicating thereon thc 
routing to be followed for cloarance, . vi . 


12° Syecial personnel policics and nrocedurcs for personnel vid 
from unvouchercd funds are edvered by-septrate instructions, Where : 
practicable. the policies stated in this Instruction, will govern, . oe 


| aa | | Pa » HLLLENKOSTIER 


Eg ue Director of Gentral Intclltronce 
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(25X11 | ; 
| ey te | “ CGONFIDEN PT LAL 
CENTRAL INTELLIGENCE AGLICY 
| - ‘en _ Washington, D.C. 
25X1A ADMINISTRATIVE INSTRUCTION | 9 December 199. 
| SuBdsCTs _ Personnel Policies and Procedures 
25X1A ss RASCISSIONS: Administrative Instruction dated 17 August 1948 
oon , Administrative Instruction dated 25 March 1947 
Adwinistrative Instruction dated 1 Auguat 199 
2x1A) IP SRENCE: General Order Bes, dated 5 Qctober sls 
| le General Policy 
a. Authority is delegated by apnroved statements of 
functional responsibilities, separate specific dulegations, 
and. this Instruction to the. Agency officials listed below — 
to take implementing action on persormel. actions recomended 
by Assistant Directors and Staff Chiefs (appointment, enpLloy~ 
ment, classification and reclas ssification of posi tions, pro- 
motion, demotion, transfer, and separation of individ uals ) for 
the Directors; — . 
Executive 
... Deputy Executive _. 
25X14 | | — Personnel Director. 


Chief, Adainistrative Staff ya 
Chief, Personnel Division, Administrative Staff. 


ow Chief, Special Support Staff. 
: or a Chief, Emloyees Division, Special Sinner’: Staff 
Fon 5 Des ignated subordinates of the above listed officials 


: iy b ; 
a = b. Officials and employeus not lis ted above should not 


< we tdiseuss personnel actions with individuals to whom such actions 


a cle al listed above. Such clearance will in no case include 
authorization to make commitments of any nature for actual 


in the inmediate dismissal of the individual suilty of the 
violation, 


“No: appointmend « ‘in or. ‘promo tion to grades GS-16 and 


seoie “all be made without the prior approval of the Director 
personally. . 


CONFIDENTIAL 


Pitas apply without prior clearance from the appropriate offi- .' 


" employment or salary. level. Violation of this policy may result 


ef. ; : ‘ Lf 
oe , me , . } ia 7 : 7) 


ne , s+ ~*~ Approved: For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 | 
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‘2, Prosodyting 5 ie 7 a oe 
Ba See officials and employee of this iguney, including those 
fs Listed in narapranh la above, ara nrohibitud froa digeussing gu~ 
ploymont possibllities with any waployuu of any other governnunt 
» aveney or enployess of the Congress without the pros suntation of a 
writtan rulease for such discussion fron thy employing agency of: 
thu individual coneurned. . 
ee 
be ‘The policy stated in ao ath 2a above will also apply. to 
intra-aguney transfers butween Offices and Staff Sections, except — 
in connection with the applica tion of Agency carysr management 
policius by authorized of fd cLals Listed in paragra ‘ph ia ahove. 


ce It is expectud that. other government agencius will observu 
a ruciprocal non-prosulyting policy in dwaling with CIA wimloycus. 
Such employeus who obtain employment with othur government agunclus 
without obtaining prior release may be required to rusign in order 
to accupt such employment. , 7 


da. In connection with the above, there is no objection to the 
officials listed in naragraph la above contacting any other agency, 
when desired by Assistant Diructors or Staff Chiefs, to ascertain 
whether a specific individual can be made. available for employment 
by CLA and, if no objection is iadsa, to arrange for appropriate 
interviews and security checks within CL. prior to actual supara- 
tion of such individual from his current uianLoyment. 


3. Duf'ind tions 


a. ‘the jurisdiction of wach of the Personnel Staffs of CI! is 
defined in published statements of functional responsibility. In we 
ordur to avoid duplicetion of instructions the term "Wersonnul od 
Divisious" as used herein will pertain to vach of the following 
activities to the extent of its published functions, wnless other- 
wise stated: “3 : 


Personnel Division, Administrative Staff 
dimloyees DaVEREOn Special Support Staff . : 


J Seo TRO pabeonnel aru those inddyi duals detailed for duty att 
CL. from ae State Pepe ee or the Denartment of Defense. 


Ce pe paeientl Survice includes all’ positions in “the head= : : i 
quarters or central office of the: AGUNCY « . . | 


ee 


60 N dee tae 31 tr irre 


: 
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he Ingquirtos 


ALL inquiries vither eltien or vurbal, from tha Waity House, 
numbers of thu Congress, or Coumittuus of national nolitical narties 
recuived by any individual or activity of this Ageney will ba dinmedi- 
ately reforrad to the Genural Counsel for action and pruparation of 
reply. The Gensral Coungul is resnonsibl: for ndaquartu coordination 
in vach cugu yrior to preparation, of renly. 


5. “Gunural Rusponsibilitios of - purgonnel. D Divisions 

Undur the policy avidanes of thu Pursonnul Diructor and thu 
diruct supervision of thy Chict's of the. idministrativy and Special 
Support Staffs, the Porsonnel Divisions arg responsibli for: 

ay Procurement, Aisne Sibu ine; appointment, promotion, 
dunotion, within-grade advaneus, suspension, and turmination of 
individual umployues, to muet thu stated ruquirencnts or recom 
mendations of Assistant Dircctors and Staff Chiefs’ coneurned, or 
mandatory provisions of law and government rogulations. 


. b. ssisting the Personnel Diructor to establish qualifica- 
.. ,tion standards for all positions. 


c. Reucowaending position classification for all yositions to’ 
the Personnel Director, 

d. Assisting the Porsonnel Diructor to ustablish salary admin- 
istration, efficiency rating and career management prograns, and 
for carrying out such prograns when established. 


Ga ‘Maintaining a current record of authoriaud vacancies and 
apn rovud yrocurumunt requests against such vacancius. 


of f, Wstablishing personnel procurement prioritics. 


 §e Maintaining continual contacts with potential .personnel 
‘yrocuremunt sources. . . 


\ A on oom he Sxclusive liaison with the Iss staff (uxeunt by the Exycu- 
dS 6 ee tive or Pursannel Director) relative te personnel security checks 
ee and cluarances. © 411 ruquusts. for initiation of and information 
is , relative to status'of versonnel security chucks and clearances 
ot" will be channeled through the. Personnel Divisions. 


i. Sstablishing personnel training programs. within specifi- 
cally authorized limitations. - 


Jace stablishing and maintaining Poeun uton registors for 
reduction-in-Lorce procedures. 


ke Taking iumlementing action on-all disciplinary actions which 
are recommended in writing ays ae Butoene Directors and Staff Chiefs. 
ae 
C0) TT ee NET a 
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ren eees omen sate: SRE “OR 1m hentai 


ake (1) ‘Paleing Amplmacntine action on r: ‘commonaun Nurs sennul’ | 
actions involving “radus GS-12 and bulowr, «xc. nt, whon thor 
| are unresolved disagrozments » with aggiabont Directors or 
eta ot Stalt Chief's concarmid. . feta | 


(2) Rucomuunding through the Purgonnel Director to the 
Meocutive action on personnel actions dnvolving grades 
GS-13 aud above. (Suc paragre woh Le rs actions involving 
eradus GS-16 and above. The Sxceutive will males recommendée 
tions to th: Director in wach such cise. ) 


ee Referring all personnel actiens through the Purgonnel. | 
| : Director to the Executive where thure is unresolved disagruc- 
| ment with the issistant Dirustor or Staff Chief conesrned. 


‘6. Medical Standards 
Initial appointment or reassignment to ell positions are sub-. 
ject to ustablished medical stondards. Inasmuch as the signing of a 
a dical waiver by an individual dous not relivve the vovernment of its 
liability under thu regulations of the Enployces Compensation Commission, 
no wiivurs of physical requiruments will be granted. ey 


7. fiorit and Qualifications of Individuels lig. | 
| a. The basis for all »ersonne). actions in the Apgeney will be 

| individusl qualifications and relative morit. Personal consider 

ations, family relationshins, favoritism, and oxternal. pressures: 

or considerations will not be nermitted to influence such ac ilonde 

issistent Directors, Staff Chicfs, and vach of the officials 

listed in »aragranh 1 above are personally charged with insuring 

that this nolicy is effectively exercised throug shout the ‘“geney. 


cae neon remanent 


b. Deturmination of relative merit and qualifications ‘will be 
‘based on demonstrated ability, personal industry, integrity, 
loyalty, lungth of service, general efficiency, and background , 


of exmuriunce snd education, in comparison with ene applicants 
and vmployeus in similar fields and grades. 


Cs Supervisory porgontich, at sll. levels must becone thoreushly 
familiar with personnel under their jurisdiction to insure the 
just and objective administration of this policy. 


8. Initiation of Pe rsomne 1 actions 


cies a cans emer Aree He el OY SS LENSER 


na assistant Directors and Staff Chiefs: care Yus sponsible for 
the initiation of nursonnul actions on individuals under their 
jurisdiction and for the routing of such. ‘actions to the - an aes 
appropriate Personnel Division. They may designate such ~ 


wlio 
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individuals - within their. organizations as may be. considered 
desirable to sign and forward such actions. ‘The namos of 
individuals so designated, and any changes in such designa- 
_tions, will be communicated in writing to the appropriate 
Personnel Division, 


b. Bach personnel a rarniniog action by the Executive 
will be signed Rages bs the Assistant parcouer or Staff — 
Chief concerned, — 


98 Relations with the Civil Service Commission 


a ; ‘The Classification iat of 1949 exempts the CIA pin . 
its Spore lads? Our personnel program, including position 
classification, appointment, promotion, etc., is carried out 
within the Agency without prior Civil Service Commission 
review. The Director has signed a written agreement with 


'. the Civil Service Commission to adhere: strictly: to’ the 


‘provisions of the Classification Act in administering the 
Agency personnel program, The Civil. Service Commission also 


' “has agreed to provide envice and eairge ameneyer called 


wee to do 80. 


b The supervisory: and. review ‘Sunetiene previously 
exorcisod by the Civil Service Commission have been delegated 


to tho Personnel Director and his Staff fur all Agency personnel 


matters, regardless of their security classification, rr 


10. “Appeintnont, Policies and Procedures 


ae Positions are: filled by direct sonddtuant rather 
than by cortification from the Civil Service Commission, but 
“in accordance with established Civil Service procedure, 


de The following. policy. is established for pain 
appointments to. fill vacant persone 


(1) An individual without anion Goveranent service 
will be carried in a trial oe Specs for the ee 
es year, | 


(2) An individual with setae Goverumont: service 
who has sorved under war. service or exccpted appointments 
will bo. required to servo bain lags Aas Ae a trial 
_ ~pordod atatuse : ee 


(3) “ha individual with Civil Sie. ae will be 


appointed by transfer or roinstatement ;ithont any time 
Famata tion: or trial periods: 


Dem. 
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¢.. During the trial. poriod an ‘employee will receive ‘the 

special attention and instruction:required to accduaint him 

with: his duties and to develop his ability to perform his 

work in the most satisfactory ménner,. “After a fair and’ full 

trial period an employee will be terminated if his services’ 

do not meet. Agency standards. An employee with veterans! prefer- 
‘ence or Civil Service status ‘will ‘be- accorded all rights and 
privilegas granted him under tho Veterans. Preference Act of 

194/., as amended, and Civil Service rules and regulations, ' 

(Those privileges are subject to special final euthority granted | 

to the Director by tho National Ssourity Act of 1947,.):: “Under 

certain conditions, it is possible for employeos to achiove 

permanent Civil Service. status while serving in this Agency, 
The Standard Civil s Service rogulations will be. followad in . 

each instance, after initial clearance has beon rocoived from 

the poreonngs Rolabions Branch, Personnol Division, 


OO ALERT I ser gene ine ne oe | 


ae The following Srccodunes are established for processing 
individuals for cnploynont within. cee wv 


ene (1) Assistant Dircetors and State Chiefs shall ‘Poanenne 
' Roeruitmont Requests in the original and three copies to 

the Personnol Division as roquisitions to fill authorized 

. | vacancics, . A Personnel Action: Request (Form No, 37-2 or 
! . - 37-1) in cuadruplicato: shall bo forwarded to tho Personnel 
Division as:a requisition for actual emoloymont of an 
| individual. In order to initiate security clearance a. 
Personnel Action Request may be submitted against a vosition 
| currently filled, providing tho. office, concerned informs 
| tho Personnel Division on the form of tho approxinate date 
thas the present incumbent will wales ue oe 


(2) An Application for Riployncn’ and a Porsonal History 
wos Statement will be obtaincd by tho Personnol Division and 
| forwarded with a Referral Sheet to tho appropriate office, 
Aftor careful review, the file will bo returned to the 
Personnel Offico with request for poraennod. action or 
rcason for rejoction. 


(a) Final selection or rejoction of applicants 
for positions above grade GS-5 or oquivalont shall 
normally rest. with ‘the appropriate Assistant Dircctor 
or Staff Chief, subject to. qualifications .revicw by the . 
Personnel, Divisions,: The Personnel Chicfs. may refcr . 
to the Exccutive through tho Personnel Diroctor, accoptance 
or Fein cascs which the vy, bell-Love are not warrantod. ; 7 


a ern a NOELLE TELL GOED SOM 


. bs (b) Pinal. ouineni ey for. tne Belégtien: and. assignment 
- off an omployeo in grade GS-5 .or cquivalent. ‘and below, 
shall rest with the Chicfs, Personnel Divisions. 
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(c) All assignrionts.aro subjoct to tho security 
approval of the Inspection and Security Staff, 


(3) Upon the rocoipt of a Porsonnol Action Roquost 
tho Personnel Division will, make: an offer of employmont 
to the individual concerned (subject to satisfactory 
security cloarance), and upon indicated acceptance will 
initiate action for socurity cloarance, | 


(4) The Porsonnol Division will notify the of'fico 
concorned of the fuiluro of an individual to rocoive 


security clearanco. and will take appropriato action to 


inform tho individual of his rejection, - 


(5) Tho Porsonnol Chiefs will contact cach individual 
(including dotailed IAC porsonnol) rolative.to ontranco 
on duty, An individual assignod to a porsonnel pool will 
bo instructed to report to duty by tho Porsonnol Division, 
following socurity cloaranco, Each individual .(including 
dotailed IAC porsonnol) reporting for duty will presont 
to. tho appropriate Assistant Director or Staff Chicf ‘a 
written notice from the Personnel Division stating that 
he has beon'fully cleared and assigned for duty. : A copy 
of this notico will bo furnishod tho Inspection and Sccurity 
Staff by tho Personnol Division, In extraordinary circum= 
stancos tho Exccutive or tho Personnel Director, may givo 


verbal authorization for ontranco on duty after assuring 


that all required processing-has- boon completed, No indi- 
vidual will be accoptod for duty unless one of the abovo 
provisions has been mot. 


Promotion Policics and Procodurcs 


Qe An omployoo may bo promoted to a highor grade subject 


(1) Existonco of a suitable vacancy. 


(2) Complete qualifications: of the individual for _ 


_the.vacancy,. ° - 


_ (3) Completion of 90 day detail, period to.position 


48-7, or above, Incumbents of positions lower than GS+7 
must have assumed the- duties of the ‘position.to which they 


are being promoted. Prior to the time. of. detail.they must 


meet testing requirements and qualification standards for 


' the recommended position, “No employee shall be detailed 


.to.a.position allocated higher than one grade above the 


position which he currently occupies, These stipulations 
do not constitute a barrier to promotion of an individual 
whose position has been reclassified to a higher grade, 
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(4) Submission of a Personnel.Action Request to the 
| Personnel Division. indicating: the oxact position and the 
2% ae date tho employee is detailed in order that ho may roceive 
| . erodit for tho detail poriod,.: The form must indicate the 
- allocated position heey will. be occupied. 


(5) Evidences: of. an cfficioney rating as follows: 


| co : (a) GS-4, Saudvatont, and bolow ~ Good or bottor 
_ for six months pRecnuseg promotion, 


(b) : GS-5 through: GS-13 or équivalont - Vory 


- | Good or Excellent for six months preceding promotion, 
| (c)GS=14.and above = ‘Excellent for one your 
| = ‘preceding peme aon ‘ 


OSs Promotions, are Limited to one grade oxcopt in casos 
“whore no intormediate grades have beon TOPREAE EON 


ce. <Aftor considering all the factors indicated above, 
. "ees tho: recommending and approving authoritios will uso tho 
. following table as a guide. in determining BPPTeyTsave time 
| . “in: eras for promotion’ pure ror 


omen stent pnanine ennenan ones 


cS CPC - | Timo in’ Grado 
7 . =6 : onto 
| 2 2 3 months 
‘ 3 3 
5 6 6 months 
| a: eed | 
7 a) 
8 9 9 months 
OL ci 5 4g E : 2 months . 
ll Ge e 15. months , 
| pe a ek 18 months | 
NDP Ee tae weil bed ON EDS 


co) ae wee Be months. | 
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ad. Assistant. Directors and Staff Chiofs shall forward | 
to tho Porsonnol Division’a’ Porsonnol Action Roquost contain- 
ing sufficiont inPormation’'to . indicate complianed with’ tho 
persctoe defined in paragraph ¥ above. 


Oe A senuget: froma field: station’ for a nouonetien: must 
bo accompanied by a: Position Description prepared’ by tho 
employoe, which outlinos ‘tho dutios and responsibilitios boing 
performed, togothor with romarks and cortification of tho 
immodiato superior. — In ‘tho caso of a proposed position in 
the ficld service ‘tho. doseription.will be proparod ‘by the indi- 
vidual who is most familiar with tho dutios and responsibilities 
to bo. porformod. Tho description. must includos 


(1) Factual description of tho work boing porfomod, 


(2) -A statoment of dogreo of difficulty a and nonpone tT 
bility inhorent in the position. © 


(3) An account of ‘tho nature and oxtent of suporvision, 
- indepoudcnt Judgmont and decisions HEECIE OY by tho incum= 
bont. a 


£. Upon receipt of a roquost fora promotion in tho dopart- 
-montal sorvice the Personnel Division will-audit tho position 
involved in ordcr to detormino tho lovol of difficulty, rosponsi-= 
bility, and grado at. which tho individual is performing to 
ascortain whothcr he should rocoive a promotion, 


“Bs An. omployce. occupying a classifiod position will bo 
advanced to tho noxt highor step within his gradc, providing 
that ho has 52 wocks of service without an oquivalont inercase 
in vay for gradcs GS-10 and bolow or 78 weoks service for 
grades GS-ll’and abovo. In addition the omployce must havo ~ 
a current: officioncy rating of Good or bottor and 1 a satisfactory 
conduct roport. 

12. ‘IntrasAgone y_Transfor_P Policy’ 

A Personnel Action Request for intra-agoncy transfor will 
be prepared by tho offico to ‘which tho cmployoo. is. boing transforrcd. 
‘The Personnol Division will. coordinate ape the Tas Staff whore 
appropriate. oe 


136 Assdannont of Hae Pérsonno) 


he It shall bo the si oats of oe receiving offico 
to initiate a complctod Personnel Action Request on all IAC 
perscane® (including | eltetion of ue allocated position), 


b. ‘The Porsonnel Division will initiate a roquost for 

scoury SLES anO 
aps peo 
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c,. Upon recoipt..of. socurity clearance tho individual . 
will bo called to duty by the Porsonne] Division and will - 


bo assignod to the roquosting offico.. 


d. IAC porsonnol will not be allowod to work in rostrictod 
buildings until. thoy are givon a statoment. by ‘the Porsonnol 
Division cortifying that. all provisions for assignmont havo’. 
boon mot. rp ee yo hs Lire, blight E 


Cae Soparations and intra-agency transfers shall bo roported 


to tho Porsonnol Division on Porsonnol Action Roquost in tripli- 
cate, initiated by tho appropriate office, The Porsonnol Divi- 
sion will coordinate with..the 125 Staff whore appropriato. — 


14. Salary Administration 


sa, Regular full-time omployocs end tomporary omployccs 
of the Agoney with a regular tour of duty. compensated on ‘a por 
--annun basis will bo paid in accordance with the following 

. policys ; one 5 BE ge Be hy 


(1) ‘Entrance on Duty Salary 


(a) Now appointments: will be made at the base 
salary of tho grado. (Transfers, promotions, domotions, 
_ ro-omploymont, and reinstatemonts ‘aro.not now appoint- 
monts within tho meaning of tho roquiromont, ) 


(b) Employcos appointed by transfor, roinstate- 
mont or ro~cmployment to a position of the same grade 
will bo permitted to rotain poriodic pay inercascs "":° 
previously received, - a 


(c) Employcos appointed by transfer, roinstate-. 
ment, or roe~omployment to a position in a: lower grado 
than last hold will receive salarios fixod to allow 
crodit toward within-grade promotions for all scrvico 
in appointmont grade and highor grados. ae 


(2) Dotormining Salary in Caso of Promotion 
(a) When an employe is promoted to a highor grado 
position he will be compensated at the lowost rato of 
such highor grade which exceedshis cxisting ‘rato of . 
compensation by not less than one-stcp increase of tho 
' grado from which promoted...» °° sg, Het Heo To 


-.-. (pb) ‘Whon an. omployee who has previously rcecoived 
a‘change to a lower grade is promotod, his salary will 
be fixed so as to allow credit toward within-grado° ~ 
promotion for all previous sorvico inthe ‘grade to - | 
which ho is being promoted or for service in any highor gradose — fs - 
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(3) Dotormining Salary in Caso of Chango to Lowor Grado 


- (a) To detormine salary in'caso of a chango to 
lower grado, the: omployee may bo: given erodit for all 
— sorvice proviously porformod in tho lowor grado and 
in any highor grados previously hold, . If tho omployoa's 
Salary in the lowor grade is within a one-stop range of 
his former rato ho will: bo componsatod: at tho stop in 


tho lowor grado which is -nearest. his prosont salary, 


(b) Execoptions: Tho policy outlined abovd does: 
not apply in tho following typos of casos: 


_ de Employoos who have earned moritorious . 
pay inereasos, An omployoo who has beon givon 
a Withinegrado pay ineroaso bocause of especially 
meritorious sorvice or as a roward for suporior 
accomplishment will bo pormitted ct tho time he . 
. is domoted to retain ono step for cach such advanco= 
- ment, 


Ze Employoos who change to lowor gradcs to 
-accopt probationsl appointnont, If the change 

-. to a lowor grade is duc to omployso!s dosiro to: 
accopt probational appointment, ho will be compen- ° 
sated at the step in tho lowor grado which is: 
nearest (but not in oxcoss of) tho present salary 


in the higher grade. oa 4! 


:7, . Be Employoos who wore changed to lowor grados 
for disciplinary roasons, If tho cmployoe is 
changed .to: a lowor grado for disciplinary roasons, 
his salary rato will bo sot at the base of the 
grade to which he is domoted in the absonco of 
Specific provision to tho contrary, 


b. Tho salary policy now in effect for classificd omployces 


also. will apply to ungraded omployces with respect,to: (1) 


entrance on duty, (2) promotion, (3) chango to lower. grado, 
(4) probational appointmont, and (5) disciplinary action, -Tho 


_torm "stop increaso" will be usod for ungraded positions in 


licu of "periodic pay inercaso" for classifiod positions, 


(1) An employoo transferring from a classifiod position 
to. an ungraded position will. do so without loss in solary 
unless his classifiod Salary was above the top step of tho 
ungraded job to which he is boing assigncd, | — 


(2)° An. ungraded ‘cmployce who receives a conduct and 
efficioncy. report of Satisfactory or highor will rocoive 
a step incroaso aftor. tho-first six months of: ungraded - 

--ll- . 
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_Sorviee and annually. thorcaftor until the top: stop has» 

. boon roachod. Tho salary’ for “omploycos transferring 

. botwoen gradod and ungraded positions willbe dotormincd 
_ after considoring the waiting poriod elapsed' and whother 
-or not an equivalont ineroaso is.involvcd, — 


: | _ (3) An omployeo dn an ungraded position will have 
' , _ an opportunity to carn stcp increases as a rosult of meri~ | 
ae “torlous sorvico and. suporior’ accomplishmonts, : 


15. Coreor Managomont 


Q, Tho carcor managomont program of tho Agoncy is dosignod 
to provide from within: © - 9°.) as, 


(1) A source of woll qualified individuels to fill 
vacancies as thoy occur, a Sats 


(2) A syston. whereby individuals may qualify and bo 
| promoted to more rosponsible positions through training and 
; devolopmont within the Agency. 


b. ' It is Agoncy policy that vacancies will bo filled by — 
the bost qualificd omployes available within the Agency, Tho 
‘basic considerations for promotion will bo provon ability and 
morite © ’ A ! 7 
16. Porsonnol Status Reports | 
a. Assistant Diroctors and Staff Chiofs shall submit to _ 


the Personnel Division a Porsonnel Information Report (Form No, 
37-6) with copy to I&S Staff whon an omployco: | 


or office telephone nunbor, 


(2) Is separated from tho Agency’ by transfer, resigna- 
tion, or onters. the military service from civilian omploy- 
. mont, nod o Boats, eg ; Be aed ti 


. (1) Changes ‘his namo, homo or offico address, or home 

| De In addition to the ‘above a Porsonnel Status Report (Form 
No. 38=7) shall be submitted following any change in on omployce!s 

| marital status, The original of the form will be routed to tho 
Porsonnol Division and a.copy to tho Chiof, 1éS Staff. th ae 


17. Terminstion and Final Cloaranee . 


a Each omployee will obtain Slearance prior to final pay= 
mont, Clearance will be: obtained on ‘a Final Payment Clearance 
Sheet (Form No. 34-30) whon an omployce is boing terminated, 
leaving for overscas duty, gronted leave without pay for a 
period in oxcess of 60 calcndar days, or being transferred to 
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or fron confidontial fund status, 


be Tho Porsenna Division will bo notified by Porsomol ae A : 
Action Roquest at loast ono wook prior to tho offoctivo dato | ae 
of tho requost. Upon rocoipt of tho Porsonnol Action Roquost 
tho Porsonnol Divisions will make nocossary arrangomonts for 
an oxit intorviow and for final cloaranco, will diroet tho j 
-omployoe to tho Inspection and Sccurity Stoff for socurity = - % 
cloaranco, and will thon obtain tho additional roquired cloarance 
by tolophono, obtain tho omployoo's signaturo, and diroct tho 
omployoo to dolivor tho form to the applicablo payroll offico. 
Whon tho omployce is unavailablo all action indicatod will bo 
takon oxccpt procurement of tho omployoo's signaturo. 


c. Tho Chiof of a fiold offico will: 


(1) Doebricf tho ‘omployoo end socuro all identifica- 
tion or crodontials issued by CIA, 


(2) On tho Final Paynont Closranco: Shoot complote 
cortification blocks "offico to which assignod" and 
"Security Branch". 


(3) Obtain onployoo's signature and Pomuanaliny addross 


(4) Forward tho form to tho. Porsonnol Division through | igh 
“established channols, 


18, Thoso rogulations will govern genorally all porsonnol actions ee 
of this Agoney, both ovort and covert, and will be applic d to tho : 
fullest possible oxtont in carrying out spocific provisions of Confi- 
dential Funds Regulations covoring covort porsonnel actions, 


25X1A | 


Roar Admiral, USN 
Director of Contral Intclligonco © | 
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CONFIDENTIAL 


/ TRAE INTEL TORNGS AGaNcr ee 


x . . | | Washington, D. C. 


ADEINISTRATIVE INSTR ‘ . | 
25X1A NO. | 21 December 199 


SUBJECT: Personnel Folicies and Procedures 


cy meemnamneiial 


a 
a 


Administrative Instruction Bcates 9 December 1949 is amended as 
indicated below: . 


| 1, General lolicy 
y a8 § 
a Me at 


be There is no objection to officials of the ugency not listed 
in paragraph l.a discussing with prospective applicants the possi-. 
: _ bility of their availability for employment by CIA. Such discussions 
- Will inno case include commitments of any nature for actual employ- 
; : ment or salary level. a violation of the policy relative to connit- 
| 3 ments for employment or salary level may result in immediate dismis- 
i | sal of the individual comnitting the violation. 


teow ae Re 
2s Proselyting 


a xcent as indicated in paragraphs 1.b and 2.d, officials and 
employees of this gency, including those listed in paragraph la 
above, are prohibited from discussing employment possibilities with 
any employee of any other government agency or erployees of the 
oft, Congress without the presentation of a written release for such _ - 
a discussion from the employing agency of the individual concerned. _ 
is _ de General Responsibilities of Personnel Divisions 


Hoe He 


he 2xclusive liaison with the I&s Starf (except by the Executive 
or Personnel Director) relative to personnel security checks and 
clearances in connection with initial employment by CIA. 412 re- 
quests for initiation of and information relative to status of such 
personnel security checks and Clearances, will be channeled through 
. the Personnel Divisions. . 


FOR THE DIRECTOR OF CENTRAL INTSLLIGANG:: 


t 
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31 October 1946 CENTRAL INTELLIGENCE Greg st, : § 


C. IL A. ADMINISTRATIVE 
‘TRANSFER OF PERSONNEL WITHIN CIGA 
L, All personnel employed by or assigned to Cl@ are 
advised that they are not permittedto seek a position or assignment 
_ dn another Office of CI@ without the prior written approval of the | 
Assistant Director, his Deputy, or his Executive Officer. | 


STATINTL | 


Ii. Similarly, Offices are requested not to interview nor 
to seek the transfer of personnel assigned to other Offices within 
Cl@ unless the individual presents such written permission to seek 
@ newposition or assignment, 3 


III. In any case, all pequests should be cleared with the 
_ Chief, Personnel Division, Personnel and Administrative Branch, . 
prior to ‘the issuance of the approval required, | 


nn pn 


| eet ees FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


"eon cs STATINTL 
Deputy nM | = - 


Administration 


Utaciuncs Ly be STATINTL 


7 27 1/, a aes 


ek eae 
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STATINTL 
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TATINTL 


STATINTL 
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CENTRAL INTELLIGENCE /GENCL 
. Washington, De Os 


' ADMINISTRATIVS INS TRUCIION 2 — 17 Migust 19)8. 
NUMBIR ’ 7 | 


SUBJECT: - -pursonnel Policies and Procedures 


Recisions: oh | = 
‘duinistrative Instructions dated 31 October 19h6e\ 
= dated 13 December 1946 and 10 | 
October 19k7 respectively; —~ mo . 
and imendment No. 1, dated 24 April 1947 and 2 
| September 197? respectively; | Oe : 
Ld dated 1, December 19475... 
dated 30 June 194834” ek 
Memorandum dated  FebSuary 1947, Suyject: Policy Governing 
Classification of Positions in CLG, to the Assistant 
Directors of all Offices and Chief of Coordinating Y 
and Planning Staff. ft 


. 1. Personnel Branch Responsibilitics 


ae The Personnel Branch, f&M, is responsible for performing the 
following functions with respect to procurement, processing, position 
classification and termination of personnel: ys 


(1) Maintaining a current record of authorized vacancies 
and approved requisitions. . 


(2) . Establishing priorities for recruitment on,an agency~ 
' wide basis. we . 


(3) Maintaining constant. contact with potential recruit= 
ment sources. 


(4) Contacting and negotiating with individual applicants 
for employnent.. - ; 


(5). Coordinating with ‘the Executive for Inspection and 
security in connection: with initiating and expediting 
security clearances for prospective employ ese — 


(6) inally approving all personnel actions for grades 
P-3, “iFel2 and below. Grades p-6, CaF+13 and above 
reyalve the approval of the Executive Director or in 

his absence the Executive for idministration and | 
Management. - = . 
! 

(7) Classification and allocation of positions to appro- 

' priate sery : and class, and for determining 
_rates of >RESTRIGHED- positions not subject to 
the provisions ol the Classification Acte = - . 


‘ ‘ Gane te ot | 


amare eee tna sang cette sammie ana SIA rink ay Ararat Tena et RLY wasacneerls preci tar me memset ae ay eemnne ain Tt 


\ 


ney’ 
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(8) Processing all personnel, actions including appoint- 
ments, intra-agency transfers, promotions, demotions y 
withine grade promotions, and Sepete ons 


‘ (9) Providing an employee relations program to protect. 
and stimulate employee interest and to serve as a, 
medium for management-employvee relationgiips. 


(10). All disciplinary action will be considered and acted 
‘upon by the Personnel Branch, based upon written 
charges prepared by. the. operating Agency and signed 
by the Ass se tane Director, or Staff. Chief concerned. 


(11). Establishing and piceatine a testing and Genie 
program to improve tha selection and panrmence of 
| GMpLOyees 6 ‘ 


: ence ene es AN NCEE TIERS IED ONSEN ACR ERO A AA AAA 


7 ~ (12). Naintaining ates, with’ the Dept. of State and the 
Fon ; armed forces for the purpose of administratively 
ie | Supporting detailed TAC. personnel. Oe 


(13) Providing a comprehensive medical program to insure- 
the health and physical well-being of all eRpRCUECEe 


b. ‘The Personnel, Branch, AGM, performs constant liaison with 
the Civil Service Commission. on all matters requiring Civil Service 
approval, such as classification of positions, efficiency ratings, 
certification of employees from Civil Service registers, ‘etl. 


2, Basis for Personnel hetions 


‘@e Assistant Directors and Staff Chiefs are responsible for 
insuring against personnel actions affecting individuals under their 
supervision which are not based purely on relative merit. Emphasis 
on relative merit extends throughout all personnel matters, including: 
procurement, assignment to duty, promotions, work allocations, leave 
oe determinations, etc. Merit shall be considered’ as including: demonstrated 
ability, personal industry, integrity, loyalty, oenpreneye length of . 
acs, and comparative general ef ficiency. 


b. Supervisory personnel must become so thoroughly familiar 
with the personnel under thedr jurisdiction and their utilization 
that they will recognize any contrary tendency and take.appropriate 
action pumedite ly: ~ 


iG Policies for Jopotntnent 


Be Bae! CLi, positions are filled under "Schedule ie eg 
by direct recruitment rather than by certification from the Civil 
Service Commission. However, all postion. are filled in accordance with 

_ established, Civil. Service Dre renines oa 


DAR eR a CAEN RRR AR metnt inne a nT 


Saray 


be: Tha following pokey: is. established | for effecting appoint- 
ments to fill vacant pusitions: TE sgn a ; 


fa 
Wetec 2 


rape? 


men 


brie ae 
i” BERS ES! 


Spear avis y= 
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~ RESTRICTED 


(1) Individuals without prior Govornment service will. ho 
- given an excepted appointment under "Schedule A!'- and 
will be required to servo the first full year of 
Service in a trial poriod status, | | 


o 
] 


(2) Individuals with prior Government sorvice whe have served 
under war service or Gxecpted appointments will be given 
an oxcepted anpointment under "Schedule A" end will bo 
required to serve the first six months of sorvice in 
a trial period status. 


(3) Individuals with Civil Service status will be apnointed 
by transfor or reinstetement to positions without eny time 
limitation or trial veriod, 


c. During the trial period the employee will receive the 


special attention snd instruction recuired to accutint. him with his 


— duties end to develop his ebility to perform his work in the most 


“@ 


‘to: 


‘Employees with vetcrants reference or Civil, Sorvice status will be 
p 


satisfactory manncr, After a fair and full trial period, an employce 
will be terminated if his services de not meet Agency standards, 


ccorded all rights. and priviloges grantcd them under the Veterans 
Preference Act of 1944, as amended, and Civil Service rules end regula~ , 
ti ns, | _ . . 


Ge Civilian employees may be promotei to higher gredes subject 


(1) Existence of a suitable vacancy. 
(2) Complete qualification of the individuel for the vacancy, 


(3) Proven and demonstreted ability to pirform the dutivs 
of the next higher grade for a minimum period of ninety 
days in positions classificd at grades CAP-~7 or P-2 
and above. This does not constitute a berricr to promotion 
of individuels whose positions have been reclassified to 
higher grades, 


(4) In order thet the employee may receive ‘credit for the 
_ demonstration period the office eoncerncd will submit 
Form 37-3 to the Personnel Branch indicating the date ; 

the omployce is deteiled to a position classified at . d ; 

a highcr grade, ae aera oe at ; 


(5) For a period of 6 months preceding. the promotions :n 


: 

7 
i 
a 

a 


A Good or Better effecioncy rating for grades up to 
CAF-4 and equivalicnt; Very Good. or Excellent effecicney 


rating fo ‘<5 to 13 or equivalent, For 
grades caR Bs R bove an Excellent cffecioney 
rating is required, : 


j= 
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b. Promotions are lirited to one prrade excent in those ce ges 
where no eee mC e TTS grade has. been astahl ished. 

Cy tae considering all the factors indiceted above, the 
recommending and eonroving anthorities will use the followine tabs es 
e puicde in determinin a mronrie te tire in grads for ‘nrom tion purnoses: 


eg OP ON ga OPS. Time: “ih Grade. - 4 
1 1 1 
-) 2 a 3 months 
un ee a. 
i et Be Gita eee ee see oy 9 oO cates reel Meas Soe ook ai nS Sioa 
5 . 5 
1 Red: opener! en este OSS a ae) 3 gente MOTEL teces sites 
ee, ie: ae Fe 
2 8 7 g : | ~ 
ae | 3 a - 9 months, as, . 
ae Se as et eg LS | Pei Rea or Pe ae ee CME me, 
ee. ph vce «59 
ig eh Pian thi ee ce a a OLN Sh a a a eee OMENS eee es 
a eee ee a ee ie oe ee US 
TE aga errant eerie ale et ge dee MOUS. ei eee 
eich NOP ett etetad dad SECS (sr CRIT cept irae “21 ronths | 
ea ene hn arn eet 9. Meme TER re vai emer eet 2A. months. ' ow. 
5, Intra-Agency !ransfer Policy 2 - 


a. bmnlovees ray not seek reass ionnent within CIA without the | 
prior written anproval of the Vhief, Personnel ] ranch, or his’ authorized 
representative. ~uch ap -reval will be b sec unon the recormenda tion Re 
the annronriate Assistant ~irector or Staff! Chief. . 


b. Supervisory personnel’ may" hot interview or seek the transfer 
of personnel wi'hout written approval gescEt tes din 5a above. 


6. igpointrant Processing J rocedures : 


a, ithe followin= procedues a are estatlished for the processing 
oF individu-ls for employment within ole . 


(1) Assistant Digeekors and vtatt Shicfs will transmit 
Recruitment tecnest F Form jo. 37-<c in duplicete to the 
Personnel brench -s recuisitions ‘o Pill authorized vecancies 
end forwerd Personnel ‘ction Recuest Form ko. 37-3 in 

-- euadruplicete to the Perscnnel Branch as recuisitions 

‘ r: ‘for. actual employment cf an individual selected. In 
order to commence security cleere nee, »ersonnel actions 
may be submitted against positions elreadr filled, 
nroviding the office concerned informs ths Sorecnnel® pranch 
» on the 37-3 that the wresent incumbent is veceting the 
v. . yosition and the apres <imete date whey the nosition will 
becore vacant. 


Fiat Si gat ie tae een mene 
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(2)9. Forms ilo. RFS TRICTED, History Strtemont Forms Mo. 

a ; ' 36-1 will be o tained by the Personnel Tranch and will 

wi be forwarded to a ‘propriate offices within'CIA. If 
interested, the office will indicate to the Personnel 

Branch the nositio: to vi deh the intividusl 1 il te 

| assigned, Final selection or rejoction, abovo grade 

Ae a, AS ore ee CAF~5, will rest wit? the appropriate Assistant Director 

| oe, hy or S'aff Chief. However, the Chief,’ Personrel Branch 

; fh will refer to the Executive for AcM any rejoction casa | 

which he believes is not warranted. 


b. Fina 1 authority for the.sclection and assianront of 
| cnoloyces in grade CAF-5, ecuivalent grades and wage rates 
| . : 8 and holow,. rests with ihe Chief, Personnel Zrsnch and | 

consecuently such cases-are rot referred to Assistant 
| Directors or Staff Chicfs for action. 
| 
| 


¢. All] persorne]l assignmerts are subject to the Security 
annroval of the Lxeevtive for I & 5S, 


(3) Unon the rece:vt of Form No. 37-3, the Personnel Branch 
will make an offer of onunloyment to the individual 
concerned, subject to satisfactory security clcnrancc, 
‘ and uon indicated accentance will initiate action for 
eee" . security clearance. Under no circumstances will either 
| grade or salary be. srecifical] ly included in the offer. 
| 


(4) The Persorne] Branch will notify the office concorned of 
i the failure of individuals to receive secvrity clearance «and 
| will take anvronriate actior to inform the in*ividvel of 
his rejection. . 


Ghicf, Pursonnel Branch, vill cont.ct all indivicusls 
| : (including estciled IAC nersornel) relative to cntranec 
. on duty. Individuals essigned to ‘ersornel pools vill be 
instructcd to renort for duty in the various offices by 
the Chief, Pcursonnel Branch, following security clearance. 
Each individual, including assigned IAC personnel, 
reporting for duty vill »resent to the anprovriate Assistant 
Director or €taff Chief eae written notice form the Chief, 
Personnel Franch, st-ting that such individual hss been 
fully cleared and.is: assigned for duty. A cony of this 
notice will be furnished the Executive for Insnection 
and Security, In extraordinary circumstanccs. the 
Executive for Administrition:and lisnagenent mey give 
_verbsl authorization for entrance on duty after assuring 
himself that el2 required »roccssing has becn commleted, 
‘Ho individual. yatl. ke accented for duty without such notice. 


[ 

f 

i PP a): The Excettive for idmiristr tion and Fanagement, or the | 
t 


Lee Proiotion Proc: ssing Dy roveduros 


22n8 


eg! Be Assistant Direc 5 ef Chicfs vill forward Form 37-3 — 
to the’ Personnol Branch, co est G ient information to indicate com- ate 
-Plience with the volicies sefincd in naregrsph 4 above, . as a ners 


| 
| 
| 
: 
| 
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| 2b.  Recucsts from ficld stations for “romotion,and “romotion 
cases \hich include reassignment must be accotpanicd by an emnloyco-nre- 
nared vositior description thich outlincs tho duties ind resyonsibilitics 
of the hirher grade together vith the romarks and certifiention of the 


immediate suvcrvisor. Thé position dcserintion should include: 


He BAINES nee ere aera 


mpgs 


ee aaa a sen et ce er eee RS eT 
~_—_ “oe 
ww n° 


(1) An original, objective, concreto and fectuc! word nicture 
of, the job being yserforncd «. 


Tho dogrse of difficulty and rcsronsibil ity inhcrent in 
the position. 


The neture and extent of ‘sun.ivision and of indenendont 
judgments ond decisions exercised by the incumbcnt. 


c. After review of all factors by the Personnel Br-nek, »roner 
disposition of the case \ill te made, 8 . 


8. Calary Administration 
Regular full-time ‘cmployces and tonnorary employcos of CIA with 
a regular tour of duty commensatcd on @ ner annvm basis will be naid in 
accordance with the following nolicy: — - a 


oles Pi ~a, Entranec on Duty Salar 


(1) Now anpointnents will he made at the base salary of the 


| grade. (Trensfers, »~roxotions, denotions, rcerploynment, 
i .and reinstatements ore not new. appointments vithin the 
i meaning of this rogulation.) ; 


~~ 
nN 
ae 


i Ey-ployces appointed by transfcr, reinstatcment. or | 

7 reemmloyment to a xosition of the same grade \.ill he vcrmit- 
i : ted to retain ncriodic vay increascs ~reviously recoivcd. 

i : 

3 7 Z . e 

; (3). Employces avpointed by transfer, reinstatement, or 

| ~  reemployment to a positior ‘n a lower grade than last 


held will reecive stlarics fixed to allow ercdit townrd 
and higher grades. 
'b. Dotcrmining Salary in Caso'of Promotion 
| (2), thon ‘an cmployce eae need to a higher grade position, 
he must be commens ted at the base of the grade if tho 


entrance salary cxceccds env-he hes vreviovsly carned in 
‘the Federal Service. negate 


ee a net ET AT PPE HE EI EET I OEE 


(2) When an emaloyce vho has previously, received 1 change. 
to a lower gride is vromotcd, his salary will be fixed 
so as to all-v credit toward. withinegradc »romotion for 
all. oreviove service in the grade to which he is being 
nromotcd or for service. in any hivher grades. 


Nea tReet ternal ame sens: rare, 
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within-srede promotions for All service in annointment grado 
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Ce Dete: enining. Se SG ERIGTED Change to Lower Grade 
| (1) To dotermins salary in case of a chenge to lower grade, 
: _ the cmployco may be given crodit for cll service proviously 
, performed in tho lower grade and in any higher gradcs 
previously held. 
i 


(2) “Excontions: The nolicy outlined above docs not apply in 
the folloving type of ‘crascs: a 4 


(a) Employees who hive carncd meritorious poy incronses,. 
An employce who hns been given a within-grade pay 
inercasc because of cesncciolly meritorious sorvice 
or as a reward for suncrior accomplishment will, at 
tho time ho is domoted, bo permitted to retain one 


step for exch such advenecrent. 


(b) Ghenge to lower grade to accont probational zppoint= 
a Tie "mont, If the change to a lower grade is duc to employee's 
x desire to accent »vrobational appointment, ho rill be 
compensatcd at the stcp in.the lower grade which is~ 
nearest (but not’ in cxecess of) the prosont salary 
in the high r grado... ae ney oe. 
* (c) . Ghovige to lowor grado for disciplinery reasons, 
: If the employee is changed to a lowcr grede for 
disciplinory reasons, his salary rate will be sct at 
| . | the base of the grade to hich he is dcmotcd, in the 
| a = abscnec of snecific nrovision to thc contrary, 


9, Within-Gride Promotions 


; Ae An ‘employee ‘occupying a classificd vosition may he advanced 
to the next highcr’r.te within his gredc, vrovided thet he has twelve 
months of scrvicc for grades P=3, CAF-10 and below or hes cightcon months 
scrvice for gradcs P-4, CAF=11 and xbove. In addition, the cmployce must oy 
| . have © current cfficioney rating of "Good" or bottcr. 


b. The Chicf, Personnel Branch, is responsible for kcoving rccords 
_ to determine when employces are eligible for within-grade promotions. 
Prior to the actunl salary increase, the Chicf, Personnel Brench, will: send 
rating Form No, 37-105 to the employee's immedinte supervisor for certifi- 
cation th.+ the employcc's conduct is satisfactory. Letcrmination will 
— . also be made thet the cfficicney rating is appropriate, . 


¢c. Provisions exist for the udvancemoent by sten promotions for 
personnel occupying ~ositions not subject to thc provisions of the 4 
Classification Act. - ae 


10. assignment of IAC Detailud Personnel 


ASUELA Les 


Se It shall be the responsibility of the receiving O?fice or Staff 


. : 

. i 

i _ cetion to initiate a romleBESTR CTED all assigned IAC personncl 4 

| | ar . : 


eee ee 
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prior to ontraneo on duty. Tho 37-3 (3 contes) sholl be accommrnicd by 
Por'sonal History Str.tement (2 copies). 


b. Tho Porsonnol. Branch i ill initiate request for security . 
elcarinec. get A 


Ce Sonaritions and ‘Intra=Agondy touiene re of IAC nersonnel will 


. hho réportcd to Personne] Prench by Form 37-3 5 as hy the appropriate . 
odes office, 


| eat Termination 


yee ona | Qe offices and state Sestione Vall complicte Form ilo. 37- -3 for 

 emplorees under their jurisdiction vho hove submitted resignations, 

| ss stating the ronson therofor, together with xny cxplanation or suggestion. 
which mey holy to “revent the loss of the omnloyce, und forward the completed 
form to tho Chief, Personnel Branch, at loast tvo weeks in advance of the 
separation date. Upon receint, of” ‘Form No. 37~3, the Personnel Branch, ee 
aftcr pre-cxit intervicw, in instanecs in which. tho omployce still wishes , - 
to resign, will prevare Gloarenec Form No. 34-30 indlenting ‘thereon | ‘the 
routing to be followed for SrOnrEnece 7 


from unvouchercd funds are covered by, sephrato. instructions, Where ‘ 
eee the. ee stated - in this Thstruction, will govern, i 


| 

| 
| 12. " Snectal eekeennel nolioted and droccannes for personnel vonid 1 
| 


STATINTL 


' H. HILLENKOSTTER = r 
Rear Admiral, UN: . ° 


‘Director of Central Intel li ronec 
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7 CONFIDENTIAL 
CENTRAL INTHLLIGSNCS AGUNCY 
Washing ston, De C. 
ADATNISTRATIVE INSTRUCTION | 9 December 199 
10. — | 
SUBISCT: ‘Personnel Policies and Procedures 


dated 17 August 1948-_ 
jated 25 March 197 
dated 11 August 199 ~ 


RYSCISSIONS: Administrative Instructio 
Administrative Instructio 
Adiwinistrative Instructior 


REFSRENCZ: General Order ae") dated a | Qctober 19h9- 


le General Policy 


a. Authority is delegated by apnroved etateuents of 
functional responsibilities, separate specific du ‘lepations, 
and this Instruction to the Agency officials listed below 
to take implementing action on nersonnel actions recommended 
by Assistant Directors and Staff Chiefs (appointment, employ~ 
ment, classification and reclassification of positions, pro- 
motion, demotion, transfer, and svparation of individuals) for 
the Director - 


Executive 

Deputy Executive 

Personnel Director | 

Chief, Administrative Staff 

Chief, Personnel Division, Administrative Staff 
Chief, Special Support Staff 

Chief, Ennloyees Division, Special Support Staff 
Designated subordinates of the above listed afficials 


b. Officials and employees not listed above should not 


will apply without prior clearance from the appropriate offi-. 
cial listed above, Such clearance will in no case include 
authorization to make commitments of any nature for actual 
employment or salary level. Violation of this pelicy may result 
in the immediate dismissal of the individual euilty of the 
violation. 


ee No appointment in or eponction ta grades. GS- 16 and 
above will be made without the prior sopnoval of the Director ' 
personally. 
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2. Frosolyting 


a, Officials and employees of this Aguncy, including those 
listed in paragraph la above, are prohibited from discussing em- 
ployment possibilities with any eaployse of any other g¢overnmunt 
agency or employees of the Congress without the presuntation of a 


written release for such discussion from the employing agency of 


the individual concerned, | 


be The policy stated in paragraph 2a above will also apply to 
intra-~ageney transfers butweun Offices and Staff Sections, except 
in connection with the application of Agensy carwur management 


policies by authorized officials listud in paragraph la above. 


ec, It is uxpected that other goverment agencius will obsurve 
a rociprocal non-prosulyting policy in dvaling with CIA wmployces. 
Such employess who obtain employment with other government agencius 
without obtaining prior rolease may be required to resicn in order 
to accept such employment. | 


d. In connection with the above, there is no objection to thu 
officials listed in paragraph la above. contacting any other agency, 
when desired by Assistant Directors or Staff Chiefs, to ascertain 
whether a specific individual can be madu availabl: for employment | 
by Cli and, if no objection is made, to arrangy for appropriate: — 
interviews and security checks within CI.\ prior to actual svparas 
tion of such individual from his current employment. | 


3. Definitions 


ae The jurisdiction of wach of the Pursomel Staffs of CIA is 
defined in published statements of functional responsibility. In 
order to avoid duplication of instructions the term "ersonnel 
Divisions" as used hervin will pertain to cach of the follovring 
activitiss to the extent of its nublished functions » wnless other- 
wise stated: 


Personnel Division, Administrative Staff. . 
imloyees Division, Special Support Staff . 


b. IAC personnel are those individuals detailed-for duty with 
CL. from the State Department or the Denartment of Defense. . 


c. Departuental Service includes all positions in thu head - 
quarters or central. office of the Agency. : 


~Ou 
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lh. Inguirtos 


all inquirios uither writtun or vurbal, from the White HOUSG y 
nemburs of thu Gonsress, or Committuus of national »olitical nerties 
rucuived by any individual or activity of this Agoney will be immodi- 
Atuly reforrud to the Gunural Counsul for action and preparation of | 
runly. The Genural Counsel is rusnonsibly for adequatu coordination | 
dn uach cisu prior to prunaration of renly. . : 


orm t= ameent pene neat 


5+ Gunural Rusponsibilitivs of Fursonngl Divisions : | me4 


| Undur tho policy zuidanes of thu Pursonnel Diructor and. the . 
diruct sunurvision of thu Chiuf's of the ‘dministrative and Special 


Support Staffs, the Pursonnul Divisions aru responsibli: for: 


& Procurement, placemunt, procussing, appointment, promotion, 
dumo tion, within-grade: advaneus, Suspension, and turmination of - 
individual employues, to muet thy stated ruquiruments or rucom i 
mundations of ‘ssistant Diructors and Staff Chiufs coricurned, or 
mandatory provisions of lay and government rumulations. oe 


b. ..ssisting thu Pursonnel Dirvetor to ustablish qualifica- 
tion standards for all positions, 


ce Reconmending position classification for all positions to | 
the Personnel Diructor,. | 


d. .ssisting the Pursonnel Diructor to establish salary admin- 
istration, efficiency rating and carver management prorrans, and 
Ee for carrying out such programs when established, ies 


@. Maintaining a current record of anthorigud vacancies and —_ 
aperovad orocurvaunt requests acainst such vacaicius. . 


f. Ustablishing personnel wrocurenent prioritics. 


G.. liaintaining continual contacts with potential. personnel 
orocuremunt sourcus. | 


he Exclusive liaison with the Ias starr (uxeent by the Bxucu- 
tive or Pursonnel Director) relative te personnel security checks 
and cluerances. <All requests for initiation of and information 
. relative to status of personnel security chucks and clvarancus 
Will be channeled through the Personnel Divisions, : 


i. Sstablishing personnel training programs within specifi- 
cally authorized limitations, 


je Establishine and mnaLntaining retuntion registers for 
reduction-in-force procedures. 


ke. Tokeing diumlementing action on all disciplinary actions which . 


are recommended in writing by issistant Directors and Staff Chicfs. 4 
f ; 4 ’ 
. 2 - 
~3- 4 ; 
a 
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| ae 3 
i, epiasrecin teen tn ra EERE A OIA RS LC NO TPR me 
see ee ar =D 
? ’ : : - = scr 4 : : ae - 
a 


4 


.90728R000100010005-8 


Approved For Reldas 2001/09/042 GIAYRDP81E00728R000100010005-8 


eek aL A NOOR te sm beens <1 OARENREN! ENO BH DOORN 6 SieNeNIONED 


1. (1) Talking dmpluanting action on rcoma.ndud yursonnel 
actions involving gracus (8-12 and belory wxeent whon thuru 
aro unresolved disagreuments sith Jsoistant Dircetors or 
Staff Chiefs coneurnad, pe GA 


(2) Recomuwnding throuch the Personnel Dirvetor to the 
Oxucutive action on purgonnyl actions Luvolving grades ‘ 


GS-13 and above, (Sue paragraph le ra actions involving 


eradus GS=<16 and above, Thu dxuccutive will make rucomenda-. 
tions to ths Director in vach such casa, ) 2 


(3) Referring ell’ personnel actions through the Personnel 
Director to the Executive where thuro is unresolvud disagrec~ 
ment with the Assistant Dirvotor or Staff Chief coneernud. 


Oe oe 8 oa oe 


6. Medical Standards 


Mnitial appointment or rvassignment to ell positions are sub- 
ject to established medical standards. Inasmuch ag the. siming of a 
medical waiver by an individual dozs not rulivve the covernmunt of its 
liability under the rueulations of the Employves Compunsation Commission, 
no waivers of physical requiruments will be granted. 


Ye Horit and Qualifications of Individuels 


AA 1 eet ae OP END ee ERIS OHI Sent. tn 8 ve oo ort emmeatys 


A 


a. The basis for all nursonnel actions in the “feney will bs 
individusl qualifications and relative merit. Personal consider- 
ations, family rolationshins, favoritism, and external nrussures 
or considerations will not be nermitted to influence such actions, 
~ssistent Directors, Stal Chicfs, and cach of the officials | 
listed in waracranh 1 above arg wersonally charged with insuring 
thet this nolicy is effectively exercised throughout thy ONCY. 


be. Determination of relative merit and qualifications vill be 
asud on dumonstrated ability, personal industry, intesrity, 
loyalty, lungth of scrvic., general efficiency, and background ‘ 
of expuriunceand cducation, in comparison with othur apolicants ~ | 
and evmployuus in similar fields and eradus. ree 


c. Supervisory personnel at cll levels mst becoue thoreuchly 
familiar with personnzl under thir jurisdiction. to insure the 


just and objective administration of this policy. 


8. Initiation of Personnel Actions 

@ «assistant Directors and Staff Chiefs are responsible for 
the initiation of nergonnul actions on individuals under their 
jurisdiction and for the routing of such actions to the 
appropriate Personnel Division. They nay designate such 


ae a t+ aie a _ | | 7 
GONFIDENTIAL 


00010005-8 


ty ® 


Approved For ReleaseC2D 1H09704 [CIfA-fRDR8 4-90 728R000100010005-8 


individuals within their organizations as may be considered 
desirable to sign and forward such actions. ‘The names of 
individuals so designated, and any changes in such designa- 
tions, will be communicated in writing to the appropriate 
Personnel Division, . 


b. Each personnel action requiring action by the Executive 
will be signed personally by the Assistant Director or Staff 
Chief concerned, 


9 Relations with the Civil Service Commission 

a The Classification Act of 1949 exempts the CIA from 
its provisions. Our personnel program, including position 
classification, appointment, promotion, etc., is carried out 
within the Ageney without prior Civil Service Commission 
review. The Director has signed a written agreement with 
the Civil Service Commission to adhere strictly to the 
provisions of the Classification Act in administering the 
Agency personnel program. The Civil Service Commission also 
has agreed to provide advice and guidance whenever called 
upon to do so, . - 


b. The supervisory and review functions previously 
exercised by the Civil Service Commission have been delegated 
to the Personnel Director and his Staff for all Agency personnel 
matters, regardless of their security classification, 


10. Appointment Policies and Procedures | 


ae Positions are filled by direct recruitment rather 
than by cortification from the Civil Service Commission, but | 
in accordance with established Civil Service procedure, 


b. The following policy is established for effecting | 
appointments to fill vacant positions: ; 
| (1) An individual without prior Government service — 
will be carried in a trial period status for the first 
full yoar, Bits . 


(2) An individual with prior Government service | 
who has served under war servico or exccopted appointments 
will bo required to serve the first six months in a trial 
poriod status, 


(3) An individual with Civil Service status will be 
appointed by transfer or reinstatement without any time 
limitation or trial period, 


bas 
| 

| 

| 
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ec. During the trial period an employee will roceive the 
special attention and instruction required to acquaint him 
with his duties and to develop his ability to perform his 
work in the most satisfactory manner, After a fair and full 
trial period an employee will be terminated if his services 
do not meet Agency standards, An employee with vaterans! prefer= 
ence or Civil Service status will be accorded all rights and 
privilegos granted hin under the Veterans Preference Act of 
1944, as amended, and Civil Service rules and regulations.’ 
(These privileges are subject to special final authority granted 
to the Director by the National Security Act of 1947.) Under 


certain conditions, it is possible for omployeos.to achiove 
permanent Civil Service status while serving in this Agoncy. 


The Standard Civil Service rogulations will be followed in 
each instance, aftor initial clearance has ‘boon: received from 


the Porsonnol ‘Rolations Branch, Personnel Division, | oo 


de The following procoduros ‘aro established for processing 
individuals for omploynent within CIA: . 


(1) Assistant Diroctors and Staff Chiefs shall transmit 
 Roaruitmont Requests in the original and three copies to 
tho Porsonnol Division as roquisitions to fill authorized 

-vacancics, A Personnel Action Request (Form No. 37-3 or 
37~1) -in cuadruplicato. shall be forwarded ‘to tho Personnel 
Division as a requisition for actual emoloyment of an 

‘Individual. ‘In order to initiate security clearance a 
Porsonnel Action Request may be submitted against a position 
currently filled, providing the office concerned informs 
the Personnel Division on tho’ form of the approximate date 
that the present incumbent will vacate the position. 

(2) ‘An Application for Employmont ‘and a Personal History | 
Statomont will be obtained by the Personnel Division and 
forvarded with a Roferral, Shoot to tho appropriate office, 
After careful roviow, the file will be returned to the 

- Porsonnol Offico with request for personnel action or 
reason for rojection. - | 


(a) Final soloction or rejection of applicants 
for positions above grade GS-5 or ‘equivalent shall 
normally rest -with the appropriate Assistant Director 
or Staff Chiof, subject to, qualifications roviow by the 
Personnel Divisions, The Personnel Chiefs may refer 


to the Exceutive through tho Personnel Director, acecptanco © 


or rejection casos which they beliove are not warrantod. 
(b) Final authority for the selection and assignment 
of an omployec in grade GS-5 or equivalent and below, 
shall rest with tho Chicfs, Personnol Divisions. 


nis be 
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(c) All assignmonts are subject to tho socurity 
approval of the Inspection and Socurity Staff, 


(3) Upon the receipt of a Porsonnol Action Roquost 
the Personnel Division will make an offor of employmont 
to tho individual concerned (subject to satisfactory 
security cloarance), and upon indicatod acceptance will 
initiato action for soquat ty. elearanco, 


(4) Tho Porsonnol Division will notify tho offico 
concerned of the failure ofan individual to rocoive 
security clearance and will tako appropriato action to 


inform tho individual of his rojoction, 


(5) Tho Porsonnol Chiofs will contact cach individual 
(including dotailed IAC porsonnol) relative to ontranco 


on duty. An individual assigned to a porsonnol pool will 


bo instructed to report to duty by tho Porsonnel Division, 


following socurity cloaranco, Each individual (including 


dotailed IAC porsonnol) ropurting for duty will presont 
to the appropriato Assistant Diroctor or Staff Chiof a 
writton notice from the Porsonnol Division stating that 
ho has beon fully cloared and assigned for duty. A copy 


. of this notice will bo furnishod tho Inspection and Socurity 


Staff by tho Personnel Division. In oxtraordinary circum- 
stances tho Exccutivo or the Personnol Director may give 
vorbal authorization for ontranco on duty aftor assuring 
that all required processing has boon completed. No indi- 
vidual will be accopted for duty unloss one of the above 
provisions has boon mot. 


Promotion Policics: and. Procedures 


ae An omployoo may .bo promoted to a highor grade subject 


(1) Existonee of a suitablo vacancy. 


(2) Complete qualifications of the individual for 
the vaeenays 


| (3) Gomolstton of ‘90 dec dotail porice to pont bion 
GS-7, or above. Incumbents. of positions lower than GS-7 

must have assumed the duties of the position to which they 
are being promoted. Prior to the. time ‘of detail they must 


meet testing requirements and qualification standards for 
‘the recommended position, No employee shall be detailed 
' to a position allocated higher than one grade above the 


position which he currently occupies, These stipulations 
do not constitute a barrier to promotion of an individual 
whose position has been reclassified to a higher grade. 
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ea t(4) Submission of a Porsonnel Action Request to the 
Personnel Division indicating ‘the exact position and the 
date tho employee is detailed in order that ho may roceive 
eredit for tho detail poriod, The form must indicate the 
allocated position yee will ne pemupteds 


(8). Evidonce of an of fietoney rating as follows: 


(a) GS-4, equivalont, snd bolow - Good or bottor 
for six months procoding pronyaony: 


(b b). GS-5 through GS-13 or equivalont - vary 
Good or Excellent: for six. months procading promotion. 


(c) GS#14 and above - Excellent for one yoar 
Preceding lay 


b.. Promotions aro Limited to one grade oxcept in cases 
whore no precemedt ae: grades have beon POCCEAT EOS 


Ce Aftor eoneiaoming all tho factors indicated abovo, 
tho recommending, and approving authorities will ‘uso tho: 
following tablo as a guide in dotermining appeenaae timo 

in eee for promotion purposes:.. ° 


FREE REE AY EE AS NRT ET tS CaN , 


GS. OPC ____Timo in Grado =. | 
1 1 ; 
2 2 . 3 months — 
3 o, we, oa 
5 6 6 months ‘ | : 
| 7 8 
, 8 9 9 months 
| a 10. | 
| 9 : ear arars 3 - 
| 10 = , _. 12 -months ae | 
: a ee . 7 L5:monthe: - 0 | 
ee eae ge a oat” AS montha : | | 
| ee ati Rsk te cage 2l months © oe | 
| a ee ek ea) ee ee 1; ale 
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d.. Assistant Directors and Staff Chiofs shall forward 
_ to tho Porsonnol Division a Porsonnol Action Request contain~ 
ing sufficiont information to indicate compliance with tho 
policios dofinod in paragraph @ abovo, . 


0. A roquost from a field station for a promotion must — 
be accompanied by a Position Doseription prepared’ by tho = 
omployoo, which outlines tho dutios and rosponsibilitios boing 
porformed, togother with romarks and cortification of tho 
immediate suporior,: In tho caso of & proposed position in’ 

| the ficld sorvico tho doscription will be proparod by the indi- 
vidual who is most familiar with tho dutios and rosponsibilitios 
to be porformod, Tho description must includo: ee 


(1) Factual description of the work being porformed, 


__ (2) A statomont of dogreo of difficulty and rosponsi~ 
bility inhorent in tho position. | 


_ (3) An account of tho naturo and oxtont of suporvision, 
indopendent judgmont and decisions exercisod by tho incum- — 
bent, Mee oe 


f, Upon rocoipt of ‘a roquest for a promotion in the dcpart- 
mental sorvice the Personnel Division will audit. the position 
involved in order to dotormino tho: lovol of difficulty, rosponsi- 
bility, and grado at which the individual is performing to 
ascortain whethcr he should rocoive a promotion, 


ge An omployoe occupying a classificd position will bo 
advanced to tho noxt highor step. within his gradc, providing 
that ho has 52 wooks of service without an oquivalont ‘increase 
in pay for grados GS-10 and below or 78 wooks service for 
gradcs GS-11 and above. In addition tho omployee must havo 
a current officioney rating of Good or bottor and a satisfactory 
conduct report, Pe od 


12. Intra-\gcncy Transfor Policy i 

; A Porsonnol Action Request for intra-agoncy transfor will 
bo proparod by the offico to which tho employoe is boing transforrod, 
The Personnol Division will coordinate with the I&S Staff whore 
appropriate, .- cry : 


mais Assignmont of. IAC Porsonnol 


a, It shall be tho rosponsibility of tho receiving offico 
to initiato a complotod Personnel Action Requost on all IAC 
personnel] (including citation of tho allocated position), 


b. Tho Personnel Division will initiate a requost for 
security cloaranco, .. be ‘A 


hen sys 
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7 ce Upon recoipt of socurity clearance the individual 
will bo called to duty by the..Porsonnol Division and will 
bo assignod to tho roquasting office, 


‘ad. IAC porsonnol will not be allowod to work in restrictod 
buildings until thoy are given a statoment by the Porsonnol 
Division cortifying that all provisions for assignmont havo 
boon mot, P er ; Peo A 


oO. Separations and intra-agoncy transfors shall be reported 
to tho Porsonnol Division on Porsonnol Action Roquost in tripli- 
: . cate, initiatod by tho appropriate offico, The Porsonnol Divi- 
sion will coordinato with tho 1&5 Staff whore appropriato, : 


14. Salary Administration 


Qo Rogular full-time omployoos and tomporary omployoos 
of tho Agoney with a regular tour of duty componsatod on a pcr 
annum basis will be paid in accordanco with tho following 
policy: | ae oa | 


(1) Entrance on Duty Salary 

| (a) Now appointmonts will bo mado at the baso 
salary of tho grado. (Transfers, promotions, domotions , 

~ ro=omploymont, and roinstatoments aro not now appoint~ 
monts within tho meaning: of tho roquiroment y 


(b) Employocs appointed by transfcr, roinstateo- 
ment or ro~cmploymont to a, position of tho same grade 
will bo pormitted to rotain poriodie pay increases 
proviously: received. Pg iiae? ae 


| (c) Employcos appointed by transfer, roinstate- 
‘mont, or re=omploymant to a position in a lower grado 
than last held will recoive salarics fixcd to allow, 
erodit toward within-grade promotions for all servico 
in appointmont grado and highor grados. a oe 


(a) Whon an employoo is promoted to a: higher grado 
position he will be componsated at the lowest rato of 
such higher grade which exceedshis oxisting rate: of 
compensation by not. less.than ono-stop inercase of theo to 
-grado from which promoted, | | Bie | o 


| Ee (2) - Dotermining Salary in: Caso of Promotion » 


(b) Whon an omployce who has proviously roccivod 
a change to a lower grade is promoted, his salary will 
| be Fixed so as to allow credit toward within-grade 
promotion for all provious sorvice in the grade to 
which he is boing promoted or for sorvicoe in any highor grados. 
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(3) Dotormining Salary in Caso of Chango to Lowor Grade 


(a) To dotormino salary in caso of a change to 
lowor grado, the omployoe may bo givon crodit for all 
sorvico proviously porformod in tho lowor grado. and 
in any highor grados proviously hold, If tho omployco!'s 
salary in tho lowor grado is within a ono-stop rango of . 

his former rate ho will bo componsatod at tho stop in 
the lowor grado which is noarost his prosont salary. 


(b) Excoptions: Tho policy outlined above does 
not apply in tho following typos of casos: 


i. Employoes who have carned meritorious 
pay incroasos, An omployoo who has beon givon 
a withinegrade pay incroasc because of especially 
meritorious sorvico or as a roward for suporior 
accomplishment will bo pormitted at tho time he 
is domoted to retain onc step for coach such advanco= 
mont. . 


2. Emplojoos who change to lewor gradcs to 
accopt probational appointment, If tho change 
to a lowor grade is duc to omployco's dosirce to 
accept probational appointment, hc will be compen- 
satod at the step in tho lowor grado which is _ 
nearest (but not in oxcoss of) tho presont salary 
in the higher grado, 


3- Imploycos who woro changed to lower grados: 
for disciplinary roasons, If tho omployoec is 
changed to a lowor grado for disciplinary roasons, 
his salary rate will be sct at tho baso of the | 
. grade to which he is demoted in the absonce of 
specific provision to the contrary. 


b. Tho salary policy now in effect for classificd omploycos 
also will apply to ungraded cmployoos with respoct to: (1) 
ontranece on duty, (2) promotion, (3) chango to lower grado, 

(4) probational appointment, and (5) disciplinary action, Tho 
term "stop increaso" will be uscd for ungraded positions in ~ 
liou of "periodic pay incrcaso" for classified positions. 


(1) An omployoo transferring from a classificd position 
to an ungraded position will do so without loss in salary | 
unless his classificd salary was above the ton stop of tho 
ungraded job to which he is boing assignod. 


(2) An ungraded omployee who reccives a conduct and 
efficicney report of Satisfactory or highcr will rocoive | 
a step incroase after the first six months of ungraded, 
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Sorvice and annually thoroafter until the top stop has 
beon reached. Tho salary for omployces transferring 

' botwoon gradod and ungradod positions will. bo dotorminod 
aftor considoring the waiting poriod olapsod and whethor 


or not an oquivalont ineroaso is involvod, - 


(3) An omployoo in: an ungraded position will havo | 
an opportunity to oarn stcp inecroasos as a result of mori- | 
_torious sorvice and suporior accomplishmonts, 


15. Coroer Managomont |. 


- Qs Tho caroor managomont program of tho Agoncy is dosignod © 
to provide from within: ; 


(1) A source of woll qualificd individuals to fill 
' Vacanecics as thoy occur. | a | 


(2) A system whoreby individuals may qualify and bo 
promoted to more responsible positions through training and 
devolopmont within tho Agcney, 


b. It is Agoney policy that vacancies will bo filled by 
tho’ bost ‘qualifiod omploycs available within the Agency, Tho 
basic considorations for promotion will be provon ability and 
16. Porsonnol Status Reports * 

a. Assistant Dircctors and Staff Chiofs shall submit to 
. the Porsonnel Division a Personnel Information Roport (Form No, 
- | ‘37~6) with copy to I&S Staff when an omployoo: 

(1) Changes his nano, home or offico address, or home 


or office telophone nunber, . 


(2) Is soparated from tho Agency by transfer, resigna- 
tion, or onters the military service from civilian omploy= 
“mont, Pate 


b. In addition to tho above a Porsonnel Status Report (Form 
No. 38=7) shall be submittod following’ any change in an employco!s 
marital status, Tho original of tho form will be routed to tho 
Personnel Division and a copy to tho Chiof, IéS Staff. 
17. Termination and Final Clearance 

a Each omployee will obtain Sloaran.. prior to final pay= 
mont. Clearance will be obtained on a Final Payment ‘Clearance . 
| | _ Sheot (Form No. 34-30) whon ‘an'émployce is boing terminated, 
leaving for oversoas duty, granted leave without pay for a 

yg he poriod in excess of 60 calondar days, or being transforred to 
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or from confidential fund status, 


-b. Tho Porsonnel Division will bo notifiod by Porsonnol. | 

Action Roquost at loast one wook prior to tho offoctivo dato 

of tho roquest. Upon roccipt of tho Porsonnol Action Roquost 
tho Porsonnol Divisions will mako nocessary arrangements for 

an exit intorviow and for final cloaranco, will diroct tho 
omployoe to the Inspection and Sceurity Staff for socurity 
eloaranco, and will thon obtain tho additional required cloaranec 
_ by tolophono, obtain the omployoo's signaturo, and diroct tho . 
cmployoo to dolivor tho forn to the applicable payroll offico, 
Whon tho omployoo is unavailable all action indicated will bo 
takon oxeopt procurement of tho omployoo's signaturo,. 


¢. Tho Chiof of a fiold offico will: 


(1) Do-bricf tho omployoo and socuro all idontifica- 
tion or credentials issuod by CIA, | . 


(2) On tho Final Paymont Closrance Shoot complote 
cortification blocks "offico to which assignod" and 
"Security Branch", 


(3) Obtain omployoe's signature and forwarding address, 


(4) Forward the forn to tho Porsonnel Division through 
establishod channels, 


18, Thoso rogulations will govern genorally all porsonnol actions 
of this Agoney, both overt and covert, and will be applied to the 
fullost possiblo oxtent in carrying out spocific provisions of Confi- 
dential Funds Regulations covering covert porsonnel actions, 


- H. HILLENKOETTER 
Rear Admiral, USN . 
Director of Central Intelligence 
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¢ UNITED STATES GOVERNMENT 


: Exeoutive : oP | PATE: 20 October 199 
FROM: Management Officer | 


SUBJECT: 


1. This Administrative Instruction is a rewrite of present 
instructions by the Personnel Director, Major additions are; 


ae Inclusion of paragraph on career management, 
(Page 9) ar : 3 , 


be Tightening of instructions regarding assignment 
. _ of IAC personnel. (Page 7) | | 


feu % 
Santa RR ass dete 


Ce Change in grade level from CAF=5 to CAF=7 for a NW 


direct assignment by Personnel without reference to office Nera 
Concerned. (Page |) ae 


Be ESS Se pre ROTA PS , 7 r 
eS Ee en SPARES Oh paeee mercer re Eats RES ee pee 


2. This Office concurs with the above changes. Authorization A 
for Personnel to make assignment to include grade CAF=7 without | 
te _ reference to the office concerned is sound in principle. All assign- 
. ments are made on the basis of specific requisitions and are based 
ae y D og on position descriptions which have been mutually agreed one In 
Of practice, however, it has been found that offices are not thoroughly 
G-$~8 Y" © satisfied with the present direct assignment of CAF-5 and below, 
Atheewe'’ These facts are brought to your attention as it is not felt the 
ere yt, Management Officer has authority to make final decision in the matter. 


ae + 3. At the suggestion of this Office, the Instruction has been | 
_ rearranged to group like subjects such as Promotion Policies and Pro- 
cedures, Appointment Policies and Procedures » etc. The previous 
Instruction contained these related subjects in widely scattered 
paragraphs. 


re 


ath : 
“? * 


Sirah a 


ba are ember tae, 
asic eA Tica Sf 


sien ke 5 of 


ESR ET 


STATINTL 


athe Packie ae TR PLT a aR ee yen ec nacinae geen ech eS 


Bi : 


Seater Tee mp foo 


ty 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 . 
signature and direct the employee to deliver the form to 
the applicable payroll office of the Budget Office. When 


the employee is unavailable all action indicated will. be 
taken except procurement of the employee's signature. 


ec. The CIA Headquarters and Headquarters Detachment and 


| the Naval Administrative Command will take similar action in _ 
the case of military personnel. — : . 
e. The Chief of a field office will? 
| o (1) De-brief the employee. 
(2) Complete certification blocks "office to which 
assigned" and "Security Branch". a 

| (3) Obtain employee's signature and forwarding address. 

4 (4) Forward the form to the Personnel Office through | 
ee ae , — SFATINTL 

| ADMINISTRATIVE INSTRUCTION NO. subi: Personnel Policies and Procedures. 
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ADMINISLRATIVE INSTRUCTIONS 
NO. 


honor ‘ i { 


SUBJECT: Personnel Policies and Procedures. ~ 


1948 4 +7 a 


HESCTSSIONG} Adin sive instruction deted 17 Aupust 


1. Responsibilities oul Functions of the Personnel Officer. ae 


ae Tho Personnel Officer only shell be direotly responsible for 


1 aE ANT EE TRS ert et EE AEP OEE geese FEET 


performing the principal functions of the Agency with respect a | 
| to procurement, placement, processing, position classification, } ; 
salary administration, personnel relations and termination of | 

employees. These POP sOnues. activities shall ie performed by 


- other. pres cok: only upon speeiris o delogation by proper authority. 


yet 


be The Personnel Office is responsible for: is S | ! 


(1) Maintaining a current record of authorized vacancies | 


forrmtemeaveereeesn 


Ant RET 


and approved requisitions. 


| 

: 
(2) Establishing qualifications standards for all posi- : | 
tions in CTA. | : 
(3) Retablishing priorities for recruitment on an agency- 
wide basis. - ar | | : 
(4) Maintaining constant contact with potential recruit- 
ment sources. | | 
(5) Contacting and negotiating with individuel applicants 
for employment. However, no person eSloved within the 


“Department of National Defense, Department of State, Atomic | 


Ener gy Commission, or other executive department or agency, 


reece ne IES LE EIN TR A TE A SEC ESET TET 
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or on a Congressional staff shall be interviewed or consid- - 
ered for omployment within the Agency without a sateten 
notice of availability signed personally by the chief of 
the branch currently employing the person. No commitments 
relative to employment or ee be made by other than 4 
the authorized personnel representative. There will be no 


discussion concerning employment with this. agency without 


prior sicanenee of ne oo contact: we the Fersoneet nice 


sft eth at Ge, forte tier ae phe ) tN Nee uke 
ee pul. @ dow : eck sa, | thy, 


cay freee. *] | 3 Lvrebetet. . ce Bort, 


(6) geausteine all ec cacinst security caer Re- | Is 
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quests for information relative to personnel security 


| ea clearances as well as the initiation of requests for person~- — 5 
a | . mad ¢ — RER [ 
_ nel security clearance will be ,vhrough the Personnel Office. ; 
t 
ea Approving finally all personnel actions for. grades t 

b 3 

, . ; pfs CAR-12' and below. Grades P=%, CAF-IM4 and above require 


Spiga ote rst eree EN 


the deseounl of the Executive or, in his absence, the Deputy 


jase FSET 


Executive. 


oe. 
ae 
ra 


(8) Determines and approving for the Agency, service, 


series, grade and salary for all positions ineluding classi- : 
fied, ungraded, and condultant state seta uniform ms 
ity of classification pllocaytons: throughout the agency. | 

(9) Processing all personnel actions including appointments, 


intra-agency trensfers, apamoetonss demotions, within-grade 


promotions, and separations. The Personnel Officer only © 


will terminate or suspend employees whenever such. acti is. j 


shee a : AEP CARO ee 4 = bia e apooe peas 5 “a sh ubadeals Careidantiys sees ewvsgan wae o a abet . 
| , =: | a He 
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necessary and appropriate. 
(10) Establishing ond operating a testing and training 


program to improve the selection and performance of employ- 


ed 


COS. 

(11) Establishing and maintaining retention registers for 

reduction in force procedures. | 

(12) Providing a personnel eelebions program ‘to protect ‘ 
and stimulate employee interest and to serve as a medium 


for dag Sara employee SLA on ; 
é a nthe he barbs Lbaatiely oo Conrtgs ober i 


(13) dpprewing..ce mF et raaleetea Ti ac 
with. ee of~fdmin ape yEnstryetron~ 


ILLEGIB 


be 


ae ” 9 | ' 
(1A) Reviewing and acting upon all disciplinary actions 
based upon written charges seeeared by the operating office ' 
and signed by the asi stane Daveetor or Staff Chief con~ : 
cerned. | | 
(18) Maintaining liaison with ths Department of State and 


: 
ey, Vivareen C (as phd Marthe : 
the [piled-orees for the purpose of edninivtratively sup- | i 


porting detailed IAC personel. 4 
x“ cae. Pee : : | REA i 
(16) Providdl a comprehensive medical program to promote the id 
health and physical well-being of employees. J 
7 . 1h@ ; 2 ‘ a 
4 (17) Maintain constant liaison with the Civil Service Com- = 
mi ee . mission on all matters requiring Civil Service approvals 
tf : . 4 
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Be Assistant Directors and Staff Chief's are rocpuelots for 4 


AL etannrenrtiroens 
Phe es actions affecting individuals under their 


dey Batra boriet Gein 
supervision, Be, be, Ve : 9: 
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Emphasis on relative. mori hroughout all personnel 


matters, inola ing curement, assignment ‘to auty, promotions, 
ee ada att sob Eris elm, Merit shall be 
considered as including demonstrated ability, personal indus- 
try, integrity, loyalty, comparative length of service, and 
comparative general efficiency. 
b. Supervisory personnel must become thoroughly familiar with 
the ne personnel anaes their ei a ‘tion and their Nees 


he da. tel. tees thay. uti" Teost oe x VV ert haan re Gee Ans. t A Ase afte t 
LC) 


in order Sgrize-any-contrany-bondency- ad 


ft eae ap wes on! meas . % 
- info . : 


ae CIA positions are filled under "Schedule A" authority by 


direct recruitment rather than by certification from the Civil 
Service Commission, However, positions are filled in accord~ 
ance with established Civil Service procedure. . 
be The following policy is established for effecting appoint- : : 
ments to fill vacant positions: 


(1) An individual without prior Government service will be 
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given an excepted appointment under "Schedule A" and will 
be carried in a trial period status for the first full year. 
(2) An individual with prior Government service who has 
served under wor ee or excepted appointments will be 
‘given an excepted appointment under "Schedule A” ond will 
be required to serve ne first six months in a trial period. 
status. | | 
(3) An individual with Civil Seis Status will be ap- 
pointed by transfer or reinstatement without any time limita- 
tion or trial “periods” | 
Ce During the trial period an employee will receive tho special 
attention and instruction required to acquaint him with his 
duties and to develop his ability to perform his worle in the 


most satisfactory manner. After a fair and full trial period,“ 


an employee will be terminated if his services do not meet 


Agency standards. An employee with veterans! preference or 


‘Civil Service status will be accorded all rights and privileges 


_ granted them under the Veterans Preference Act of 1944, as 


amended, and Civil Service rules and regulations. (These 
privileges are subject to special final authority granted to. 


the bipedeor by the National aoerity Act of _— Section-+032, 
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a. The S Suace procedures are established for pn processing per fs 
oe individuals for ip cae al within CTA: 

(1) Assistant Directors and Staff Chiefs shall transmit 

Form Noe 37- 8 in the original and six eopies to the Person- 

nel Office as 8 eee isition to Li11 an authorized patent 


AG. — hy 


Pr terrnak Deka’ mi 
Beractos-dtet, in n quadr pblicate shall be forwarded to the 


Personnel ae as & ree for actual employment of 
an individual. In- eras to initiate security clearance, a 7 
De raerernnnat wert pak eg vert” 
Otes, may bo submitted against a position currently filled, 


eprevedine the office concerned informs the Personnel Office 


on the pee approximate date that the present incumbent “1! 


~ie vacat¥g the position. 
(2) Standard Form jis 57 and Form No. 38-1 will be obtained 
by the Personnel Office and forwarded with Form No. $7-9 to 
the appropriate office. If the office is interested, it 
will indicate to the Pelonnes Office the position to which 
the individual will be assigned. 
(a) Final selection or spline of sopideauts for 
positions above grade CAF-5 ant equivalent asedes shall | 
rest with the appropriate Assistant Director or staff 


Chief. However, the Personnel Office’ may refer to the 


FSnnteieet Fv Sue ade in 


Executive any rejection case which he pelieves is not 


Ee 


warrantede 
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(bo) Final authority for the selection end assigment 
: of an employee in grade CAI-5 or equivalent and below, 
shall rest with the Personnel orticc¥and consequently 


— 


| - ; 
7 “sush-oeser-ure-netreforsed—to_dssistant Dinectors-or 
Stafl—Chiefs-for~action. al at rn 


(c) A11 Personnel assignments are subject to the 


LAA td ts at sO | 
(3) Upon the receipt of erm-ifow—37—3, the Personnel Officey 


: | : seourity approval of nspection and Security. 1, 

oe will make an offer of employment to the individual concerned, 
(subject to satisfactory/soourity clearance) and upon indi- 

cated eset ae Will initiate mceione eer security clearance. 

| (4) The paneseiel Office will notify the office concerned i 

of the failure of an individual to receive security clear- 

| ance and will take aiprariake action to inform the teat | 

| vidual of his rejection. - . | | 

(5) The Executive or the Personnel Officer will contact | | 


each individual (including detailed IAC personnel ) relative 


to entrance on duty. An individual assigned to a personnel 


TAIT RT pce nen me 


pool will be instructed to report to duty by the Personnel 


Officer, a security clearance. Hach individual 


dear led » (? A 
(including ‘Tac personnel) reporting for auty will pee ee | 


to the ee Assistant Director or Staff Chief a whit- 


ten notice from the Personnel Officer, stating that he has 


been fully cleared and assigned for duty. A copy of this - I 
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' notice will be furnished Inspection and Security by the 

_ Personnel Office. In oxtraordinary oircumstances, the 
Executive may give Saxtcal authorization for entrance oni 
duty after assuring himself that all required processing 
fad been completed. No individual will be ceesvead for duty 
juiteba ont of the above provisions has. been met. 

(6) ee Beeponnel Office only shall request information 
directly from Taspestion and Security concerning the status 
of the security clearance of a prospective employoe. In 
spection ata sesuKiey shall not provide this information #5. 
any other office. All inquiries of this nature shall be 


directed to the Personnel Office. 
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Promotion on Roliciose 8 oe he 


4 employee may be promoted to a higher grade subject to: 


(1) Existence of a suitable vacancy. 

(2) Complete qualifications of the individual for the 

VACANCY. 

(3) Completion of 90 day detail period to position CAF-7, 

Pe2 or abovee On lower grado position,/ employee must have 

assumed aaeiee of position to which he is being promoted. 
Prior to the time of detail he must meet testing require- 
ments and qualification standards for the recomended posi- 
tion. No employee shall be detailed to a poaitiad 

Breen vee higher than one grade above the position which he 
peiboge 4 occupies, said in no event shall the cian on cad 
180 boven These stipulations do not constitute a barrier. 
to promotion of an individual whose position has been re- 
classified to a me) grade. = 


i 
dpa 1 Drrcrctrerncd. beTiarn a a | 
(4) Submission of POLITE HOTS by the office concerned to 


the Personnel office indicating the exact ‘position and the 


date the employee is. detailed in order that he may receive 


mast indicate the ; 
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b. Promotions are limited to one grade except in a case wher'e 
no intermediate frade has been recognized. 
c. After considering all the factors indicated above, the 


‘recommending and approving authorities will use the £ olowing 


table-as a guide in determining appropriate time in grade for 


promotion purposes: 


_P SP CAF a Tine hi @ in “Grade 
a. ee T 1 re ‘i 
2 2 2 Bereeo months 
3 3 mn) 
4, 4, 
ga ee o awge ad 
26 56 ah months 
8 7 
7 7 8. 
e 8 8 9 uasdo months 
| 10 
LS ~——g ses 
3 . 10 Tauddtee months 
4. ae! Lf Eeébeen months 
ES CE ON CET Oe 
6: 1S i. 21 months 
ul ae 14 | 24. months me 
ej. Assistant pletolg and mate Chiefs shall forward to the - 


Fersonnel: Office, Hone lec atns comin auciibion: informa~ 


tion to indicate compliance with the policies devised in para- 
graph 4 above. 

a A request from a field station for promotion mien be ac- 
companied by a position ecseripyian on Standard Form 3. 75, | Pa 
prepared by the employee, Which outlines the duties and responsi- 
bilities being performed, together with remarks and certifica- i 
tiong of the immediate superiors In case of a proposed position oi 
in the field service, the description will be prepared by the 


individual who is most familiar with the duties and 
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, responsibilities to be performed. The position description 


should include: 7 od < ! 
(1) An objective, concrete and factual description of the 


work being performed. 


(2) A statement of degree of difficulty and responsibility 


inherent in the position. | | | | | 
(3) fn account of the nature and extent of supervision, : 
Z independent judgment and decisions eeexotued by the inoum- . | 
bent. 
| ‘. Upon eccine of a request for promotion in. the Sener tnactedl 
. service, a8 job audit will be made in order to determine the | . 
; Level of difficulty, responsibility, and, thereby, the grade at 
! which the individual is porforming. 
| ‘a es employee occupying a Classified position will be advanced — : 
to the next higher step within his grade, provided that he has 
twelve months of service for Eranes P=3, CAF=10 and below or 
i —_ has eighteen months service for grades P=4, CAF=11 and above. 
fas a. i La , eee) dnp bit Anat Abas ow Cn 
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Intra-Agency Transfer Policy. 
a An employee shall not seek reassignment within CIA without 
the prior written approval of the Penwonwel Officer, or his 


authorized representative. Such approval will be based upon 


the recommendation of the appropriate Assistant Director or 


Staff Chief, 


De. Supervisory personnel. shall not interview or seek the trans 
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fer of personnel without the written approval Coserabed in 5a, 
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responsibilities to be performed. Tho position description 
should include: 
(1) An objective, concrete and factual description of the 
work being performed. | | 
(2) <A statement of degree of difficulty and responsibility 
inherent in the position. | 
(3) An account of the nature and extent of supervision, 
independent judgment and decisions exercised by the incun- 
bent, er . : 
+7 Upon receipt of a request for promotion in. the departmental 
service, a job audit will be made in o1 ser to determine the 
level of difficulty, responsibility, and, thereby, the grade at 


which the individual is performing. 7 


_ IAP te ne attamanette tae chen ce Mini T be AE 


e An employee occupying a classified position will be advanced 
to the next higher step within his grade, provided that he has 
twelve months of service Lor grades P=3, CAF=¥10 and below or 


has eighteen months service for grades Pe4, CAF~11 and above. 


, ed. ee BG ) eee Ao tte OSE: Araayt NO CAAT 5 ue 


Hdarrmeny 3 petlairg : ce, v/ Ae, etn 
eAEiaf ey Cents nee 


ee enmnmncnene #09 onesie aereen aT EN SE HEAP Ht at BAS pes wt tT vEaantNa AYN Ire Cena Soe SHE Winns Ne thea teLeIR Uo fAe N SN T albe ERENA YS Paentcnneom epee tn 


Se  Intra-Agency transfer Peltoy. 
Be An ‘employee shall not seek reassignment within CTIA without 
the prior ei tiatan ai of the Personnel Officer, or his 
authorized representative, | Such approval will be based upon 
the recommendation of the appropriate Assistant Director or 
Staff Chief. oft | | 
be 
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‘above. 
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Salary Administration. © 


de Regular full~time. onployoos and ‘tonporary onployees of CTA 
with a regular, tour of duty compensated on a per annum basis. 
wil, bo ee in accordance with ‘the following ee 
2 Now appoininenta will be node ae the hase galery 
of the prade. (Transfers, promotions, demotions, re- 
employment, and reinstatements are not new appointmonts 
within the ficeiane 6 this requirement. ) 


(bv) miployaes appointed by lair reinstatenent or 


reemployment ‘to a PORT EEONKS of. the same ead will be 


. co permitted to retain periodic pay increases previously 
received. 


(c) Employees appointed by transfer, reinstatement, 


or reemployment to: & position in a lower crade than r 
last held will receive salaries fixed to allow Seeare 
| toward within-grade promotions for all service in ap- 
a . | aoenunene grade and hi ghor grades. | 
| (2) Determining Salary in Case of Promotion 
(a) When an sen Eo yes is promoted to a hi: sher grade 
; poaitden: he must be compensated at the ‘buae of the 
grade if the guirence salary exceeds any he has prev- 
iously earned in the Federal Service. is _ - 7 4 
(b) When an enployes who has previously eee a 
ee to & lower grade is promoted, his salary will 
be fixed so as to avioy oredit toward within-grede_ 
promotion for all previous service in the grade to 
which he is being promoted or for service in any 
| pe A te ne higher grades. 7 | 
ie (3) Determining Salary in: Case of Change ise Lower Grade 
(a) To determine salary in case of a change to lower . 
| sige the. employee ba be. given credit for all soe 
vice provionsly performed in the lower grade. and in 
any higher grades previously held. 


(b) ‘Exeeptions: The policy outlined above does not 


oer toa separ se cate Benet 


os ane sn seen tno rete soe 
woes pre es Md a bei cee bis 

pei anavniiberivhs ic dedi caen es 

i, be grange trees i ; a 
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ee ee ET, EE 


| 
Ls : ee) : 
| | apply in the following typos of cages: 7 
7 | mt) Employees. who have earned moritori | 
| i mE etd j 
ae increases. : | 
q ? a Tt 
a - An employee who has beon ave a Gib nema pay ; | 
- increase eecause of especially meritorious service - 
i t . oh 
’ sor as a reward for superior accomplishment will, pe i 
{ : : emma “eet peer Samael re y : 
Cc Cat the time he is aemotedy be permitted, to retain ! 
: Tennent 
{ ‘one en for each such advancement. . 
i 
: (ii) Ch guge, + tolower SEER Se to acoept septation | 
appointment. — ' 
If the change to a lower grade is due to employee's 
desire to accept probationalfappointment, he will 
be compensated at the step in the lower: grade which : 
is nearest (but not jn excess of ) the present | f : 
salary in the higher grade. | - : 
(iii) Change to lower grade for dissiplinary oe | 
. ; , " ‘ 
Yeasonse 
er ! ' 
If the employee is changed to a lower. grade for 
hi 
disciplinary reasons, his salary rate will be set os 
at the pase of the grade to which he is dendted, a eee ae 
in the absence of specific provision to the con- _ 
trarye | 
De “The salary policy now in effect for classified employees, | | 7 
: RKE 4 
will. also apply to ungraded with respect tos (1) pitrance on on 7 | 
: | 
ea 
Se aA Steen) Se od. erbernecsaa esate eatanccncee fn cteteec sos nintinefuimemmanttissnensereannmmatmteni ncenimtpresneat ima tte ttc A fence a Ae ca al es ad 


Ey Le Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


ILLEGIB 


duty, (ay promotions, (3) phaie ‘to lower daaned (4) probational _— G 


: crease" will be noed Lo ungraded positions in lieu of "periodic 


7 we i iehecanh of Tac Detailed Personnel, “se. | _ aac if 
ee Et Detailed Personnel 


| Boned TAC personnel (including citation of the allocated posi-~ 


Ce Separations and inbra-agenoy transfers of IAC, personnel. 


' shall be reported to. the Personnel Office on POTINO Steger oa, 
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appointment and (6) disoiplinary actions, the term "step in- her 


pay increase" for classified positions, 


(1) An employee transferring from a ied isa position to 


an ungraded position will do so without loss in salary un- 


Shc maniacs fg 


less his classified salary was above te top step of the 


wneraded job to which he is being assigned, » 


KR kh 


(2)” Hingraded omployeoy who receive’ a conduct and efficiency 


Be pean es cancer ban aS aa adaben bette 


PEpOry of sotisfactory or higher, will receive a step ine 


crease after the first six months of ungraded service and. 


annually thereafter until the top. step has been reached, 
On transfers between ‘graded and ungraded positions the 
Salary will be determined after considering the waiting / 4 
period siaused and whether or not an equivalent increase is 


hele 


ae 
(3)" Eup loyeed in, an ungraded status will ‘haus an opportun- are . 

, fe 
ity to earn step HHOECEEGs a8 & result of neritorious sor- a 


vice and aeueensae socompLishnents, 


ere aR EE NIAMS ROA TRARY SOMEONE ice 


Sor  hiaithAad aeremtmetettenme rn. tiney rn an 


& It shall be the responsibility of ale receiving ornice or 
staff section to initiate a completed newer on all ase 


tion which the IAC menber will encumber ) prior to entrance on \ 
{ 

duty. The eT conten) m must be accompanied by Form Ho. 38=1 

(2 copies). 

be The Personnel Office will initiate request for security 


greersaagy: 


do€a:| jel e Pxs 
7 Percent ie ae ad a 


initiated by the appropriate efride: 
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: Apnraved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8. 


sa tingte tT aerate et rier rene Beemctnone as 
PE SRT SE a fe oct oF Tn Seley eae 


ao 


ESTERS SAE ET CE Te Bee et Sd 


Cea “Approved For Release 2001/09/04: Gia RDP81 -00728R000100010005-8 eS eee eg ok 


rr ee he _ 
ee ae oy 
Qo : 


Bey’ [et cyeornem WW : spree Nii | : 
OID Ay Rhee ot ei je wrt, ecg 
Sie Rees pclae aed by away (eabtneniby Clee 
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Urb one vs fp Ae oak pon na 
Chron gtr ga tte go a. ree oieie 
a es OAT a 4 
as trie Gy | rane | pobre hut Pm ans flee (eee? ae 
be Lek by CO hunt ia Lic seepage 
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ay pt ket Qe rtr Ligne oe sey nrc af 
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Fone 3 Te by er as Oe i Faure Se 
US Were) tineted, PINT oe 
AD trae hie Aetrne.. home ae, : 
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| ake. ieee Se ae Seg: as whee, Pre 38-1) 
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POET ee cones 


1. Each employee will obtain clearance prior to final payment, 


Clearance will be obtained on "Final Payment Clearance Sheet", Form 
No. 34*30,when an employee is being terminated, leaving for over= 
| ' seas duty, granted leave without pay for a period in excess of 60 


calendar daye, or when being transferred to or from an unvouchered 
fund. status, ae 


. . : atee : 
2. The Personnel. Office will be notified by "Personnel Action af 
Request", at least one week prior to the effective date of the request. 
Upon receipt of "Personnel Action Request", the Personnel Office a 
- will make necessary arrangements for an exit interview and for final ; 
Clearance, The Personnel Office will. direct the. employee to | 


Pena npn a eS wae 
Tae 


eget sere ert eid a geceremeey tarteimante. 
tpn rg eet AD EE TRE a SRT Raa tN PET TEN SRE EID Te seenits 


Inspection and Security for security Clearance and will then obtain | 
he additional required clearances by telephone, obtain the employoe's 
y eee direct the employee to deliver the form to the applicable 
payroll office of the Budget Office. When the employee is unavailable 


all action indicated will be taken except procurement of the employcets — 
Signature. ; . 


3. The CIA Headquarters and Headquarters Detachment and the Naval 
Administrative Command will take similar action in the case of military : 
personnel. | . | Mess 3ps | i 

4. The Chief of a field office will: : 

a. Debrief the employee, : 
b. Complete certification blocks "office to which assigned" oh, of : 
and "Security Branch", = | | E 
¢. Obtain employee's signature and forwarding address. 
d. Forward the form to the Personnel Office.through aptablished : 


chamelse nea 
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STATINTL 


ADMINISTRATIVE LusrRUCE : . ae 
NO. gee ea ee © . | Dates -STATINTL » 


SUBJECT s Personnel Polieites and Procedures, 


RRSCISSTON, Adninistrative Instruction No, nl dated 17 August © 


2. Ros onsibilities and Funetions of the Personne] Officer, 


a. The Personnel Officer only shall be directly responsible for 
performing the Principal Aas bioas of. the Agency with respect 
| to procurement, placenent, Processing, position classification, | 
salary aduinistration, Personnel relations and termination of 
euployees. These personnel activities shal) be performed by 
other offices only upon Specitio delegation by proper authority, 
be The Personnel Office ig responsible fors | 
| (1) Waintaining & ourrent record of euthorized vacancies 
and approved requisitions, . 7 ; 
(2) Detablishing qualiftoations standards for al) posie 
_tiong in CIA, — - 
(3) Batablishing Priorities for reoruttnent on an agency= 
Wide basis, | _ aS , 
(4) Maintaining constant contact with potential recruit. 
ment sources, | RS | 
| (5) Contacting cat negotiating with individual applicants 
| for employment, However, nO person employed Within the 
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or on a Congressional etare shal) be interviewed or oonside 

as for eaployment within the Agenoy without a weities | : 

| nee of availability signed personally by the ohier or | 
segs cureectly employing the neheon No comituents | 

pane to employment or salary will be mais by other as | 

the authorized Pergonnel Peprosentative, There will be ms 


disoussion conc, : uM 
: concerning enployment With this agency witho 1 


| uae (9) Processing a11 peren,.. . | 
: | | | nee ping all Personnel actions including appointmen 
“ 7 : : | , ) ro ong : 
, | | | mie Senoy : fers, tions, demotions, with erad 
remotions, and separations, ‘The Personieal Offic, 
| "son cer on] 


will terminate or guess: ) 
| ) Ne OF suspend euployces whenever such action is 
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| necessary und appropriate, 
I. | oe (10) Establishing and operating ® testing and training 
| program to improve the selection and performance of enploye 
| coon | 
B 3 “ss — (ny Bateblishing and maintaining retention registers for 
| . reduction in. pores procedures. 
(12) Providing a personnel relations program to protect 
and stimulate employee interest and to serve as a medium 
for management employee relationships. | 
oe | . Se (sy Approving certain types of leave requests in accord= 
| ance with provisions of Administrative Instruction aa STATINTL 
Subjects Time, Leave and Pay. | 
(14) Reviewing and acting upon all disciplinary action, 
based upon written charges prepared by the operating office 
and signed by the Assistant Director or Staff Chief con- 
cerned. | | | 
(15) Maintaining lisison with the Department of State and 
’ the Armed Forces for the purpose of administratively sup- hota a4 
porting detailed lac personnel. a | 
(16) Provide a. comprehensive medical program 0: proaote the 
health and physical wellebeing of employces. 
~ (27) Maintain constant ‘Uatson with the civil Service Come 
oe mission on ali matters requiring Civil Service approval, | 
such as oleanifioation of positions, ‘ettigtensy ee 


pe 
i: 
i. 
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certification of eaployees from Civil Service Registers, | 
Ze Sasis for Personnel Actions. 
Be ‘Assistant Directors and Staff Chiefs ore seasunitie for’ | 
Pee : | preventing, personnel actions affecting individuala under their 
| supervision, which are not based purely on relative merit. 
imphasia on relative merit extends throughout ail personnel 
natters, ineluding procurement, assignnent to duty, promotions, 
work assignuents, leave determinations, ete. Kerit shell be 
considered as including demonstrated ability, personal induse 
try, integrity, Loyalty, comparative length of services and 
comparative general efficiency. | | 
i ol as be Supervisory personnel most Sacane thoroughly familier with 
| the personnel under their jurisdiction and their utilization 
in order that they will rscognise ay contrary tendency and 
take appropriate action inmediately. 
3. Policies for Appointment. | 
’ a. GIA positions are filled under “schedule A" authority ty 
| 7 ss dtveot recruitment rather than by certification from the Civil 
Service Counission. However, positions are filled in acoord= 
ance with established Civil Service procedure. | | 
be The following polioy is established for effecting appituts | 
nents to £411 vacant positions: 
(1) An individual without prior Goverment service will be 
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given an excepted appointment under "Schedule A" ‘acs WALL 
: | _ | be saeoteca in Fy trial period status for the first full year. 
q | (2) An individual with prior Governnent service who has 
| - ie served under wer service or excepted appointments will be 
: given an excepted appodaituent under "Sehedule A" and will | , 
| be required to serve the first six months in a trial period 
: ii VO statis. | | | | — 
og se. (3) An individual with Civil Service status wil be ape : 
pointed by transfer or reinstatenent without sig tine linita.- 
7 a - $ion or trial period. 
| Ge Puring the trial period an employee will receive the Bpecial 
eteeeiecusd instruction required to acquaint him with his 
ee ee duties and to develop his ability to perforn his work in the 
: 7 | nost satisfactory manners After a fair and Lull trial period, 
'd | an euployse will be terminated if his services do not neet 
: “Agency standards.e An exployee with veterans’ preference or 
3 ee. i | es Civil Service status will be acoorded all rights soli peivitees 
. | granted then under the Veterans Preference Act of 1944, as 
“amended, and Civil Service rule and’ regulations, (these | 
privileges are subject to special final. authority granted 4 
the Director by the Tetional Security Act of 1947, ‘Section 202, 
| sub-paragraph co pete ale} A a 
he Promotion Policies. | 


sa ecpeyes may bo pronted to ghar grade subject to | | | 


SRN ner My ami ersre tv cen ater ter rte SET ee CTT eM 
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ae ae - ¢ (2)  Bxistence of a suitable vacancy. | 
| (2) Complete qualifications of the individual for the 
(3) Completion of 90 day detail period to ponition CAF=7, 
Pe2 or abOvVes On lower grade position, employes mist have - 
assumed. duties of position to which he 1s being promoted. 
Prior to ‘the time of detati he mst mast teating require=— 
nents ar qualification standards for the recomended Posie | 
| tion. No employes aball ve detailed to a poaition 
allocated highor than one grade above the position which he 
| 7 - | currently occupies, and in no event shall the detail exceed 
| ‘180 daya. These stipulations do not constitute a barrier 
“to promotion of en individual whose position has been ree 
Classified to & higher grade. - . 
_ (4) Submission of Form Ho. 3705 by the office concerned to 


the. Personnel Office indenting the exact position and the 
date the enployee is detailed. in order that he may receive 
credit, for the detail. period. ‘The 3 S703 must indicate the 
| . allocated position thet will be occupied. 
(5) Rvidence of « good er better efficiency rating for six 
months Precesding promotion for. grades up to CAFa4 and | 


TN eRe eH pee nt vm ee NS te eG eRe game ee 


equivalents Very Good or Expellent for six months for grades 
4. CAPSS through CAF=13 or equivalent; and Excellent for ‘pre 
ae ceeding year for caret and above or equivalent. — 


4 ~ 
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De ‘Pramotions are limited to one trade except in a case where - 


_:-) internedinte grade has been recognized. 


Oe After considering all ‘the factors indlonted above, the 


recommending and approving authorities will vse the following 


‘table as a guide a determining appropriate timo in grade for 


promotion purposes: 


ae a 
i ae 


2 2 2 Three wnt 
a) 3 3 
; 4 4 
1 6 Bh: ee 6 » Six months 
4 7 8 re 
2 8 8 9° Nine months 
10 


10 iwelve months 
y Ti Fifteen mouths 
5 is 10 months 
6 ~ 1S 31 months 
7 1a 34 m0: 


. | : zz nths 


IntraeAgency Transfer Podtoy. 


B An employee shall not seek pabaretes, within CIA without | 
the prior written approval of the Personnel Officer, or his | 


authorized representative. ‘Such approval will be based upon 


the recommendation of the appropriate Assistant Director or 
Steff Chief. | 


b. “Supe rviaory persomel shell not Interview or seek the trans= : 


fer of personne) without the Neitten approval described ja cy 


above. 
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i 6. Appointuent Frooeaging Procedures. 
| (Be the following. procedures are established for the processing 
‘of individuals for eniployment within CIA: 
(1) Assistant Directors wl Staff Chiefs shell transnit 
fora No. 57-8 in the origluel ond six coples to the Persone 
r | - nel Offtoe 88 a requisition to fill an authorized vacaucy. 
| Form Noe 573 in quadruplicate shall be forwarded to the 
Personnel Off ioe as a requisition for actual exployzant of 
Bis individual. In order to initiate seourity. clearance, a 
S795 may be subuitted against @ position currently filled, 
‘providing the office concerned informs the Persomel Office 
on the 873 the approximate date that the present incunbent 
is vacating the position, 
(2) Standard Form: Hoe 57 and Form Ho. 58-1 will be obtained 
by the Personnel Office and forwarded with Form Hoe 7-9 to 
| the appropriate office, esi the office is interestod, it 
1 : a oa will indicate to the Personnel Office the position to which 
ae 7 ee the individuel will be essigned. | 
| | (a) Final selection or rejection of applicants for 
aoe Cae positions above grade CAF+5 and equivalent grades shall 
| CS Oe ae : rest with the appropriate Assistant Direstor: or Staff 
Let | ehiets However, the Personnel Office nay refer to the 
Exeoutive any rejection case which he believes is not 


| 

et Rd ere ee SH warranted. 
bo . | 

i 

i 


; & 
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(b) Final authority for the selection end usaignuent 
of an euployes in grade CAF#5 or equivalent and below, 
shall ca with the Personnel Office and consequently | 
| such cause are not referred to Assistant Directors or 
Staff chiefs for actions — 
(c) All Personnel ssutemottts are subject to the 

| | security approval of Inspection and Seourity. 

(3) Upon the receipt of Form No. 37=5, the Persommel Office 
will make an offer of employment to the individual concerned, 
subject . to satisfactory security clearance, and upon indie 

| cated acceptance will initiate aotion for seourlty clearance. 
(4) The Personnel Office will notify the office concerned 
of the failure of an individual to receive security olear~ 
ance and will take appropriate action to inform tho indi- 
vidual of his rejection. 

(5) The Busautive or the Personnel Officer will contact 
each individual (including detailed TAC personnel ) relative 
to ‘entrance on dutye An individual assigned to a personnel 

| = | Pook will be instructed to report to duty by the Personnel 

Ee, —«Offlcer, following security clearance. Tach individual 

| (4noluding IAC personnel) reporting for duty will creak: 
to the appropriate Assistant Director or staff Chief a witte 
ten notice fron the Personnel Officer, stating thet he has 
been fully cleared ond assigned for duty. A oopy of this 


on * 7 
2 ERTIMT  nSarte eeeetepn ene ee pet ef inate cota erey terenaecae 
3 = * . 
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notice will be furnished Inspeotion and Seourdty by the 
Persomel Office. In extraordinary ctrousstances, the. 
‘Txeoutive may give verbal authorization for entrance on 
duty after assuring himself that all required processing 
hes been completed. wo individual will be accepted for duty 
unless one of the above provisions has been note 
(6) The Personnel Office only shall request information — 
éirestly from. Inspection and Security concerning the atetus | 
of the security clearance of a prospective employes. Ine 
“spection and Security shall not provide this information to 7 
any other offices All inquiries of this nature shall be 
directed to the Porsonnel Office. meted 3 ec Sf f oes 
Te Prouotion Processing Procedures. 
Be Assistant Directors and Staff Chiefs shall forward to the 
Pergomel Office Yorm No. STS containing sufficient informa-— 
‘tion to indicate compliance with the policies defined in ere 
3 graph 4 above. : | . 
De A request from a Meld station for prowotion must be ac- 
companied by a position desoription on Standard Form Wo. 75, 
Prepared by the enployoe, which outlines the duties and responsi~ : 
| bilities being perforned, together with renerks ond certifioca= 
tions of the inasdiate superior. In case of « proposed: position 
‘dn the field servios, the description will be prepared by the 
: individual whe is most fantlier with the duties end | 
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responsibilities to be performed. The position desoription 
rs | should include: — | | | 
: (2) An objective, concrete and factual dosortption of the 
work being performed. _ 
(2) A statement of degree of difficulty and responsibilty 
inherent in the position. 
(3) An acecunt of ‘the nature and extent of cupervieiony 
independent judgment and deoisions exercised by the indum~ 
bent. 7 | | | 
| Ge Upon receipt of a request for promotion dn the departnental 
service, B Job audit: will be made in order to determine tho 2 
level of difficulty, responsibility, and, thereby, the erade at 


ie a —, Which the individual is performing. a 
Seopa - a gy go ee 
‘pag! Ui. 8s Salery Administration, than Te ry yo 7 ~ PFI 


ae Regular full-tine employeos and temporary employees of CTA 
with a regular tour of duty coupensated on & per anmm basis 

: will be paid in accordance with the following policy» 
; | ree (1) Batrance on Duty Salary | 
? | i. | | (a) New appointments will be made at the base salary 
ae ae gem * : | : of the grade. (transfers, proations, denotions, re 
: | | | mploynent, ont reiastatenents are not now appotatuente 
- - ae . within the meaning of this requirenent.) | 
. em pe ; “ = | (b) Employees appointed by. transfer, reinstatenent or 
| eeusioeasat to a position of the sane grade will be 


Tet ttre ane eneenne 


Approved For Release 2001/09/04 : GIA-RDP'81-00728R000100010005-8 


’ Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


permitted to retain periodic pay inoreases previously 


7 received. 


(c) Employees appointed by transfer, reinstatenent, 


_ or reemployment to a position in a lower grade than 


Inst held will receive salaries fixed to allow credit 


| toward withinegrade promotions for 411 service in ape 


pointuent grade and higher grades. 


(2) Determining Salery in Case of Promotion 


(a) When an employse is promoted to a higher grade | 


‘position, he must be compensated at the bese of the 


grade if the entrance selery exceeds any he has prev=. 
‘ously earned in the Federal Service. _ 

(b) ‘When on employee who has previously received a 
change to lower grade is promoted, his alary. will 


be fixed so as to allow oredit toward withinegrade 
-promotion for all previous service in the grade to 


which he is being promoted or for service in any 


higher grades. | 
(3) 


Determining Salary in Case of Change to Lower Grade 


(a) To determine salary in case of a ‘change to lower 


grade, the employee nay be given credit for all sere 


vice previously perforned in the lower grade and in 
"any higher grades previously held. | 
(b) oon ‘The policy outlined above does not 
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« 1S es 


apply in the following types of cases: | 
(4). Employees who have earned neritorious pay 
Amoreases. - . _ 
An exployse who has beon ies & saeaceie ae 
increase because of enpeotally meritorious service 
or a a reward for superior accomplishment will, 
at the time he is denoted, be permitted to retain 


one step for each such advancement. | | 


(44) Change to lower grade to accept probational 
appointment. . : 

I¢ the change to @ lower grade is due to employee's | 
desire to accept probational appointment, he will 


be compensated at the step in the lower grade which | 


is nearest (but not dn excess of) the baat 


salary in the higher wades 
(444) Change to lower grade for disciplinary 
Foasons. — | | 
| if the employee is chaceee to @ lower grade for 
disoiplinary 1 reasons, his salery rate will be set : 
at the base of the grade to which he 1s demoted, «=> | 
in the absence of specific provision to the cone 
be The salary policy now in effect for classified aapicvecs: 
will also apply to ungraded with reapest. tos 2) Entrance on 


tere itn ee me ce eT 
Z 
rt “g 
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elte 


duty, (2) promotions, (3) change to ieues orade, (4) probational 


appointment and (8) disciplinary actions, The term "step ine 
crease" will be used fcr ungraded poattions in lieu of "periodio 


pay inorense" for classified positions, 
| | (1) an employes transferring from o classified position to 
M7 ungraded position Will do so without logs in salary Une | 
less hie classified salary was above the top step of ‘the 
ungraded job to which he ds being azsigned. 
(2) Ungraded employees who receive a conduct end efficiency 
report of aetisfactory or higher, will receive a step ine 
crease after the first pix months of ungraded service and 
amuelly thereafter until the top cn has been reached, 
On transfers between ewaded and ungraded positions tho 
Salary will be deternined after considering the waiting 
period elapsed and whether or not an equivalent increase is 
involved. } | 
(8) -Buployees in an ungraded status will have an opportine 
_ aty to earn step inoreases a8 & result of neritorious sere 
vice and superior scconpLishments, | 


‘WithineGrade Promotions, 
 ————— 


@. An exployee occupying a slawiniaes position will | be advanced 


to the next higher step within hts ¢ grade, Provided that he has 


- twelve months of service for grades, PeS, CAFo10 and below or | 


has — renths service for. grades Pat, CAF=}1 and. above, 


, , 2001/0 3 R001 05-8 
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In addition, ‘the euployee must have o current ef fiolency rating. 
of. Good or botter and a es nonduct report. 
Be It shall be the responsibility of the receiving offiee or 
start section to initiate a completed Form No. 37=3 on all ane 
signed IAC personnel (Anotuding citation of the allocated posi- 
- tion which the IAC member will oncunber ) prior to entrance on 
— dutye The 3765 re; copies) must be a aes By Form No» 38~1 
(2 copies). | 
De The Personnel Office will initiate request for ecurtty 
clearance. 
©. Separations ond intraeagency transfers of IAC peracanel - 
shall be reported to the Personnel office on Form No. 3793, 
initiated by the appropriate offices — | 
Termination, | 
Qe Offices and stare Sections will complete Form Noe 8703 for 
an employee under their jurisdiction who has submitted a 
resignation, stating the reagon therefor, together with ay 
ap laneticn or suggestion which may help to prevent the Joss . 
of. the employee, and forward the completed, forn te the Persone 
nel Officer at least two weeks in advance of the separation 
| - Upen receipt. of the: 57-3 the Personnel Office, after Yas 
 prewexit. interview, in instances where the employee still 
wishes to ‘resign, will. prepare, Forn Wow 54-50 indieating there= 
on the routing to be followed for clearance. 


DISTRIBUTION: A | me ee Loa STATINTL 
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‘ a DRAFT 


os) > ADMINISTRATIVE INsrRUCTIONS 
STATINTL © NOw Be (esvzs20) 
STATINTL . 


SUBJECT: Personnel Policies and ‘Procedures, 
RESCISSIONS : 


| 
|! 


Soe 


! General Order No» 
\ Personne \Staff with the following functions: 
. ia 


ane 
wares 


~ (2) ‘Provides staff advios to th 


10 Agenoy on al). rafters of personnel 

polly. ee 

(2) Establishes and éontrols ayl liaisoi with the Civil Service 
Corimission’ ‘andother a 


genoxes.-in connection 
(3) Roviews and eartifios for 
oriptions: usied asa basis fo 


Lor such positions; “antd, condubts all liais 
Service Cémm 


on with the Civil 
on in connection therewith, 
a) Coriducts’ reSearch in sonneetibnyfth a and prepares Agency 
prosran fors 


, 


£ | &e Career iicinbaaehe oo 
ae 2 | be Improvement gf offiotency rating system. 

: fe Ce Classificattin and » ‘salary administration. 

foes 2 de Other persgnnel ndttors roquiring policy geter= 
oe ‘ mination yf F | 


with personnel matters. 
Agendy aly persorinel position dese 


estéblishing dtities and grades 


ss PEO Cee se eee sonata gam = 


net ore oe eee 


aa mtd 


xder also astipiianad’ Persorinel Divisione wethtnremerSiers Be 
gE Fag the pie 
\ ee 


a apport Stat. Wursgdponat ot ity for providing ~vartote. personnel 
ae i services in Accordance Wit 


hi ae A/polisTare—Rhose p policies and. the 
La ‘\Procedured™ Ehrough which thg 


my we carried out are sot POF belos 
a4 sort inte Ny ge me to Wyte Ofgem PS ene . 
: The 2 of ies pivtetonSiay a shall 


f responsible fae performing the 


orincipal fmotions of the Agency with 
Ae \apeot to procurement, placement, processing, 
8, 


position classification, 
Gye lil \eatione, 
ae lary administration 


* personnel relations and termination of enp ley 008. 
¥e personnel activities: shall be performed by other offices aay upon 


‘¢ datotaticd by proper authority. 


rr 
pee FEAL IT ai e 
+ oer + ibis ia Ri . 
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; : 7 : line 1 AA K he ie 
7 i . De the Personnel Di vision, Orert—Buppent Staff, has enemas 


for providing central personnel services: as follows t.. 


le Proourement, assignment y\admihistration, and disposition 
of military porsonnel dotailod from the seats departments 
of the Department of Defense. 


8. Employee relations service. 
4 Personnel Heating service. 


Be Receipt and appropriate ai geoatiee of applicants for posie . “ 
tions with the Agency who apply either in person or by nad] 
without specific prior gontact or arrangement with the 


eet tn of the Semteh Support Staff, 


8. Maintains a central record of applicants who have potential 
future value to the Agenoy for whom: no imediate positions 
are available. : 


7e Is responsible nor the preparation and dispatch of all lotters 
| of refection for employment» 


Ce The Personnel Division of each Serpent Stafi will be rosponsible 
. for providing the following personnel. services PTE 
| 1. An adequate per sonnel poserson control syatens | ; 


Ze Broauracsnt Peon and disposttion perea eee ‘eoniwotws 


Se Internal personel olassification and job audit activities, 
exclusive of final review and certification of positions. 


i : ous oS | 4 An over geas rotation program, Bomwemestonetbe aeaer's 


| Se Maintaining a ourrent record of authorized vacanoies and 
approved i ey 


be Hevab lishing qualiftoations standards for all positions. 
Te Batablishing priorities for reorultnont. | 


8 Maintaining ‘constant éontaat with potential 1 rooruitment 
“Gources« ; 


9 


Contacting and nogotisting with individual PPR EOE “$8. for. 


F 
oohy 
i 
i 
Ey 
i 
§ 
. 
{ 
bs 
&: 
fi 
fi 
t 
£ 
& 
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| | i 0, | 
| | | cmp loynant. Howover, no person employed within the Department - 
2 ee ote , of National Defensa, Departmont of Stato, Atomic Boorgy 
a og <2 ta £3 Comission, or other executive department or ag “ONOY » or on @ 
| Congressional start ahall he interviewod or considered for 
: enp Loyront within the Agenoy without & wettiton nothee of 
. a . - availability signed personally by the onief of the division . 
| ourrontly emp 2oying tho parnone tte Gonni tment srolative to 
employment or salary WALL bo naaoliiy dehonther the authorized 
‘porsonnel reprasontatlvo.s ‘ore will oS no Aigoussion cone 
coming employment with this Asonoy without prior oleurance 
| : of the contact with the Porsormel RUAAaes exoopt Ghat Con 
ae 4 Gees _ | gronaional inquiries will be direoted initielly to the ‘office 
of tha Gonoral Counsel. re 
10. Requesting all porsonnel seourity elearangone Requests for 
information relative to personnel soourity oloarances as well 
as the initfation of requests Sor perccme) security clearance 
will be made through ‘the. personnel Sébkess 
| he Approving finally all personnel actions for grades Peb, CAF@12 
‘end belowe Grades Pb, CAF#L3, and above require: the cpprovel 


of the Bxooutivo, ‘Ors in his abacion, the Deputy Excoutivee 


dace cne nye Ceara enamine erat eee ae rnengpen ean ea enema a gee a nent iggy aot eee atone antes 


12. Prooessing all personnel aotions inoluding appointments, 

. | promotions, denottons, withinegrade promotions, and separations 
oe e | . a Be, ; intrasagency: transfers would be processed by the receiving 

a rs offices tre Personnel -esbeon. only will terminate or ‘suspend — 


- employees whonever ‘auch action is neossaary and appropriates : 
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Sper eapterensnipremaenetenirecan mmceg ene en 
fh eee 
é : 
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‘Se Establishing and operating a training program to Anprove the 

performanco of employeons 
 |he Retablishing and maintaining retention regiators for reduction 
in force procedures. | 

l5e Maintaining the seed otenay. rating program. 

16. Reviowing and acting upon all disoiplinary actions based | 
upon written charges propared by the operating office and 
signed by the Assistant Direstor St” Staff Chief sonperied. 

17. Maintaining lieiaon with tho Department of Stato and the | 

Department of Dofonse for the purpoge of ndministr ativoly 
supporting detailed TAC personnel. 


—6«18e Maintaining adequate rooords of anj:loyee qualifications 


ware “a 
wo { 
wd 4 A 


ane ae eee pornit sound aa managomonts 
Y % Basis for Personnel Actions s” a | 
Be Assistant Directors and Staff Oiteta ai sate cor recomnendserg 
| eanacniel actions affeoting individuals under their supervigdons The basis 
of such recommendations will be relative morite Emphasis on relative merit 
extends throughout all personnel matters, inoluding proouroment, assignnent 


to duty, Prone tenes, duty assignnents, and transfore. Morit ahall be 


considered as ineluding denonstratied ability, personal industry, integrity, 


loyalty, comparative length of sorvions and sonparative genera} effotenoye 
be Supervisory per sonnel must veoome thoroughly familiar. with the 
. personnel under their Juriediotion -ami-thetr-uttttwetrton in order to develop 
. and 1 maintain the highest posetble degree « of ofttotenoy. 3 
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| 
| Lhe : Th Appointment Polioies. and Procedures 
! ue "od a Be CIA positions are filled mdey “Schedule A" authority by | 
1 e.3 7 ee Fg direst recruitment rather than by certification from the Civil _ 
7 | Service Commissione However positions are filled in accordance 
with established civil Service procedure. 
be Tho following policy is established for effecting appoint= 
ments to fill vacant positions: | 
(1) An individual without pat Re be 
given an excepted appointment under "Schedule A" and will be 
carried in a trial poriod status for the firgt full yeare 
(2) An individual with prior Government service who has 
served under war service or excepted appointments will be 
given an excepted appointment under "Schedule A" and will be 
required to serve the first eix months ina eee period statuse 
(3) An individual with Civil Service status will be 
appointed by transfor or reinstatement without. any time limites 
tion or trial period. | | 
Oe. ‘During the trial period an eapieves will receive the special 
attention and inst:ictiou required to acquaint him with his duties 
and to devolop his ability to perform his work in the most sutise 
i - = factory manner after a fair and full trial period an emp loyee 
| | will be terminated: it his services do not meet Agenoy standards « An 
employee with veterans! perference or Civil Service status will be accorded 
all rights and privileges granted iidee’ the Votorans Preference . 


 Aot of 1944, as enended, and Civil Service rules and rogulatione. | 


SSR epee er serene ote cemeteries 
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(These privileces are subjeot to peated final seas granted to 
the pat ear Ok by. the National Seourity hot of 1947.6) 


a, ‘the following procedures are established for processing 


individuals for employment within CTAs 


(1) Assistant Directors and Staff Chiefs shall tranamit 
Form No. 370 in the original sauce caries to ke. Personnel 
. ecciee as a noquied tion to fill an authorized vacancy e "Personne] 
Aotion Request" in quadrupliaute shall be forwarded to -tie i 
Personne! -Seetar as ® requisition ‘for ‘actual employment of an 
individual. In. order to initiate seourity olearance, a “Personnel 
Action Request” may be submitted against a position currently filled, 
providing the office Sonadeued informs =re Personne] “GPEENe on 
the formthe approximate date that the presont incumbent will | 
vacate the positions , | | 
(2) Standard Form 57 and Form No. 38<1. will be obtained 
ly ‘the- Personnel Sehiee- _ with Form No. 379 to the 
appropriate office. If ‘the office is. phere teds: it will 
indtoate to the Dansonnel-oftea tie position to which the : 
individual will be assigned. . . 
(a) Final selection or réyeotion of apolleante: 
for positions above grade care or equivalent shall rest | 
_ with the appropriate Assistant Director or Stare Chief, 
Chief 
However, the Personnel Offtesx astdeas hay refer to the Bxeoutive 


any refection saueienion he believes is not warranted s 


ee ig vel Raeiter cers Gis 
is ie spiienlis afndiees eas al islet ete asda te 


é 


WES eo 


- 
+ Ger ar carerergumt arrestee 
ppmepers 


(5) The Exeoutive or the Personnel 
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(0) Final authority for the selection and asuignnent of an. 


employee in grade cara or equivalent and bolow, shall rest 
ae LUA dein 
with tho’Porsonnel SfPteer. 


(0) AlL personnel assignments are oes to the sqursty: 


f/f 


approval of Inspection and Security. 
(3) pen oe the receipt of "Personnel Action Request", Sage Pérsonnel 
PALA 


te naffe an of for of employment to the individual cone 


| cerned, (subject to satisfactory security clearance) and upon — 


- indioated aoceptande will initiate aotion for segurayy oloarances 


' 


“Pswempetoe 
(4). re Personnel efftse will notify tie office voncerned of the 


failure of an individual to receive seourity slearunce and will take 


appropriate action to inform the indivi ual of his rojaotione | 
ing. contact each 
individual (including detailed IAC personnel) relative to entrance on 
dutye An individual assigned to a personnel pool will be instructed 
to report to duty by. Personnel ee eee following seourity : 
Clearance. Hach: individual (inoluding ota ted IAC personnel) 


eehorting for duty will present to the appropriate Assistant. 


os ae 


Direotor or Staff Chief a written notice from the ersonnel -Offieer 


etating that he has been fully oleared and assigned for duty. A | 


_oopy of this notice will be furnished Inspeotion and Security by - 


es Personnel e@etee. ‘In extraordinary oireunstances, the Executive: 


may give verbal authorization for entrance on duty after assuring 


himself that all required processing has been Sou iste! No ‘indivie - 
dual will be accepted for duty unless one of the above provisions has 


been mete 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


“Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


 dlreotly from Inspection and Soourity concerning the status 
of the seourity alearance of a prospectd-ve eapiloyed; _Inspeos 
_ ‘bLon and Soourity shall not provide this information to any Othe 
. ay | . _ office. niatyaiatiare aieciiar ere ar) 
aie ee ie — Reottaonre hesraay 


6, Promotion Policies and Procedures. 
eaten aera ener 


a | : ere (6) ‘ee Porsonnel tac AWD shall roquost information 
| 
| 


a . 7 | Qe An employee may Be. promoted to a higher grade subject tos 
| (1) Existence of a suitable vacancy es | | 
(2) Complete BUR TEATOOSSOn of the individual for the vacancy. — 
(3 ) Completion of 90 das detail period to ceartion ‘CAF a7, 
Pe2, or above. On lower prade padittancben topeeeaadk have 
adieuadeiutiedloe rentiea to which he is being promoted. Prior | 
to the time of detail he must meet testing requirements and 
qualification standards for the roconmendea pode. No 
caries shall be detailed to a errr allocated higher than 
one grade above the position which he ourrent ly occupies, and 
ain Ab event shall the detail period éxoded 180 days. These 
- stipulations do not constitute a barrier to eronctiea of an 
ee oe BE gs OF Saat otana woes poadtion kas beon reclassified to a higher 
| | grade. 
- eZ | | | (4) > Submission. of "Personnel Action Request" to “ohe= 
| Personnel Ofttor indioating the exact position and the date 
the employee is detailed in order that he may. receive credit 
for the detail period, The form must indicate ie allooated 


“position that wilt ‘be oooupted. 


aay : 
£  MURISEE Rien tenses ntoeden et ti oe oa ge 
t . as 

hoe fe , ze 
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‘i x. “, wieerg: re ior AIRS OT ME RETO om lag eet pert more: 
peep erate ST a pertains Freeney rt eee ce yore erento nearer a ney pee 


de Assistant Directors and Starr Chiers shall forward tothe 


information to indicate compliance aes the policies defined in 


Paragraph 4 above. 


freer 
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(5) Evidence of a effiotonoy racine of pend or bat ter for | 
six montha proo:eding promotion for grades up | to: CAT 44 and equive 


alent; Very Good or Excellent for ix months for grades CAPa5 through” “4 


“CAP «13 or oquivalonts and Bxcollent for pieceenine year for CAP=14 


- and RpeNe or equivalent» 


De Peotone are inkted to. one era except in caseSwhere no 
intermediate erent? been regosui: ede 


Ce ‘After sonaidering all. the factors indicated above, the reoonmende 


. ing and approving pubhorsntae will. use the following table as a 


guide in deter: nining appropiate time in grade for promotion — 


2 pruposes: 


P-gp CAR cre. Time in Grade ”° 


3 months 


3 
4 


1 6 #6 an :) - 6 months 
8 
9 


7 7 
2 8 8 9 months 


. e) 10 12 ‘months 
. a “IT : months 
oO, te Sa "LO months 


months | 


ae  B& months 


Personnel offre "Personnel Action Request" containing suffioent 
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é . fins foe 
Faprenmeeny crore ee ges Nore omnia ccognet unt us Sythe ay Rec sere 


Ream ts A AGT Con 


TRE HEE eee 


Be) 
fe 
iE, 
$. 
a 


; for grades. Pov, CAP-1l, and aboves 


Approved RELLAS Ana AOAC OTA Fe DPS" “007 28R0001 00010005-8 eel 


lo 


@e A request fron rf field station for @ pronation must 

be noosmanted by a position description on Standard Form 
. 18 prepared by ‘the employee, which outlines the duties and 
rosponsibilitios veing performed, together with renarks and 


certification of. the immediate superlor e In couse of a sropowed 


position in the field service, the desoription will be propured 

by the individual ho ie most fant dar with the duties and 

responsibilities to be pepsoainds The sdeition devoription mast 
tahoe inoludaes 


(1) An objective, concrete and factual dosoription of - 


the work being performed. 


(2) A statement of dogree of aneetoutty and rospone 
sibility inherent in the position. 


(3) An account of the nature and extent of supervision, 
indepsndent Judgment and decisions axerciacd by the inoue 


bent « 


f. Upon receipts of a. request nor promotion in the departe 


~ mantal serviog, a job audit will be made ‘in. order to determine 


the level of difficulty, responsibility, andy there, | the 


rads at which ie individual is performings LG 


te An employee occupying rt olassified peditlon: will vo. 


advanced to the next HAEner step within his grade, provided that | 


he nee twolve months of service without an equivilent: increase ine 


pay. for grades Ped, GAP<10, and velow or has eighteen months service 


Tn addition, the > onployoe must 


have a ourrent efficiency rating of Good or ‘Bettor end a, . aatiefactory 
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: oan me < . pas ory a. : a 2) 2 
a & Bis geen vty ZA sc rece cine 
a Tt shall be the responsibility of the receiving office to 


| : ie ya a initiate a completed "Personnel Action Request" on all tigi JAC 


Vesela Gta teen tf Ue crtloce 


Personne 


2 : Aa | Sensideratione Fara Sajentposttron weserttttorwt~be-forweried . 
| ‘ . | _ to Personne] ieadqu te “C2 per 


: selection of a 2 cunlidate, Gexiquaeteeent oO POTS RTI 
' : \rreansrtarasemneresetancnarcnsoemuaner'tinee 
as | Statements .£nd, Will dni biekesceurttycrexTranee roqueses 3 @G Upon » 


curity clearance the individual will pe: called to duty 
j : and will be assigned to the eemiootine: 
| office, ) Gaateery Persomel will not be allowed to ne 
' i . Pt ng Moret 
eh icted buildings until they are given a statement by HemIquereers 
7 certifying that all provisions for @ppet have been met, 

. (5) Trensfex of ~wikiebe- ert et trthe~ ee, 

| _ manner as classified -Dersannelexoeptthat..an_ additional, cory.of. Lehi 

: ae eee 


37-3 will be prepared. and. routed=to ene eat Oa 


Teenie rn mal PU pera 


nae Thi s applies to trensfe rs,.between. funds-as-weld-as-weldo-as~transe.. eel. 


“ate ea 


4% oF Pyoaekirae se 4 newree A wt es Ane 650 aes Both. ¥, M foe 
eet, ora. eer = 8 | | - ; . | a | . 
E. oous ; Me Ginel eel. “a “Fy? Fics 


fer A heibenencoflt-oess: ane i 
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ll 


-oonduot rep ort: e 


7 Be Intra-Agonoy Trensfor Polioye 


Be dn emp loyee shall not soak roassignm ont within, OIA without 
gt AAMLA Yon ven 
the aedion written approval of the exaomel Obtheet,. or Hes” 
authorized reprosontatives Such approval will ba based upon ‘the 
reconmendution of the appropriate Assistant Direotor or Stare Onief. 
be Supervisory personnel shall not interview or seek hi 
transfer of personnol without the written approval desoribed 


a mene 


de A transfor _pohying exigencies of the hewkde will be 
C. Neh) aed’ al 
effeoted by the orconnél, Peer in coordination with the offioes. 


in 5a abovee | Sais 


$ 


hot > viet, ce we Coe et / 


9 & Salary Administration. 


&e Regular full-time. employees en temporary diap Loyees of CTA 
with a regular tour of duty compensated on a per annum sasie will : 
be paid in accordance with the following policy: | 

(1) Butrance on Duty Salary . 
(a) ‘New appointments will be made at the base. aes 
of the grade, (Tranafers, » pronskicde, demotions, ree. 
. employment and reinstatenents are not new sein neat 
within the fieantng of the requirement) | 
| () Eup loyees espointed by transfer, reinstatonent — | Ps 
or re-employment 46 a position of the same grade will be | 


| permitted to retain periodic pay increases provious ly received. 
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. 4 © (0) a teveee eppointed by trumdier, reinstates 
| | a nont, or roeanp loynent to & position in a lowor grade 
than last held will reoeive salaries fixed to allow. 
oredit tomrd withinegrade promotions for all service 
fn appointment grade and: higher gradese 
(2) Determining Salary 4n Case of Promotion 
(a) When aa employee is promoved to @ higher 
grade poadtion, he must be compensated at the base 
of the grade if the ontrance salary exceeds any ha 
has proviously ¢ garnad in the Federal Service. — 
_ &) When an employee who has. proviously racoived 
a change to a lower grade is promoted, his salary will 
be fixed go as to allow credit toward withinegrade 
pronotion for all previous service in the grade to 
whioh he is veing promoted or for service in any | 
higher grades. . | . 
| <r a (3) Determining Salary in Case of Change to Lower Crade 
: a ke OPES - (a) To determine salary in case of a ohange to 
: : _ a tes lower grade, the onp loyee may be Aven eredit for all 
| I og hee fe | | service previously performed in the lower grade and 
! | | in any higher grades’ previously helds a . 
(rd ‘Exoeptiones The poldoy outlined above dogs | 
not aie in the following types of Cases. 
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le Emp loyeen who have earned meritorious 
pay increases. An emp seve who has: been given 
ae 3 7 eee © | | a withinegrade pay Anoroase because, of especially 
| meritorious sorviee or as a@ roward for superior 
| yd oe | acoomplishnent will, be permitted, at the time | 
| he is Aeuaead to vated one step for each uot. | | . ' 
advancement | | 
Be change to lower grado to accept eropetional 
el If the shane toa ee grade is 
due to employee's desire to aécapt probational 
appointment, he will be compensated at the step 
in the lowor grade which is nearest (but not in 
| | ao . excess of) the present salary in the higher. grade. 
Se Change to lower grade for disciplinary 
- veasonse If the omployee is changed to a lower | 
grade for disciplinary reasons, his salary rate 
will be: set at the base of the grade to ‘which | 
he is denoted, in the absence of speoific pros 


vision to the contrary. 


Sheree eiermeaeneesens Ue eve nt aane reg nmap uAE Tey EEA IE eeernn enue pe cee oop 


be the salary polloy now in effect for classified employees, 
‘will also apply to ungraded with respect tor (2) entrance on 
duty, (2) pronotions, (3). ohange to lower rade: (4) probational 
appointment, and (5) dleotplinary actions. The tern. Tate increase" | 
| will be used for wigraded positions in Mew of "pertodte pay | 


‘Anorease® for olassified positions. 


\ 
ins 


hs 
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some oteten sen aHisiigs, 


es | - : a ~ (1) An employee transferring from a olassified posie 

“oye tion to anc radioed position will do po without logs in 
sulary unless his olaseified salary waa above the top — 
step of the ungraded job to which he is neing assignede 

| (2) An wrraded employee who receives a conduct 

and af fLoienoy mepors of satisfactory or higher, will 
receive a ‘gatep. inerense after’ the first Bix monthe of 

“ meraded service. and annually thereafter until the top 
step haa: bean ranahed. On transfers botween graded and 
ungraded positions the salary will be dgtarnined after. 
considering the waiting period elapsed and whether or 
not an equivalent increase is involvede 

(3) An employoe in an ungraded status will have an 


opportunity to earn stop inoreasos O8 & reault of mere 


on torious servico and superd 


ILLEGIB yi 
ILLEGIB oy 


carat’ es 4 ; fe 


g,offioe 
dotion of asin a gonoeteg | oa B actca ra 


we tater nearer reer mein wee He ete ee 
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| oti Wie tig éa by. thé’ a repr tase of offty 
oo hy os fo Bee al. So Ney ore 


lor, Career Management A 
| : | &e Tho oareor at ee of CIA is designed to provide 
| ‘from within the Agonoys | | | 
(1) A pource of well qualified individuals to fill 
vacancies as they ocoure | nde wee AI say 
(2) ‘A systom whereby individuals may qualit Sor ether 
rorpriabte positions through training and development within CIA. 
| | | De Ib is Agency policy that vacanaies will be filled by 
ILLEGIB | the best qualified employed available within ‘the Aconcy 


‘ILLEGIB. PO The basic considerations for promotion 


will be proven ability and morite 
i, ¥8Q Personnel Status Reports 
| ae Assistant Directors ‘and Stat Chiefs shall submit to 
tire Persone), aeaeeer Form N Noe 57-8, "Personnel 1 Information", 
when an ‘employees : | | 
(1) Changes his’ name, hone or office addrosa, or "home: . 
or offioe telephone number » | . 
| (2) te separated from the Agenoy by transfer, resignation, 
: - oy - or enters the military service fron oivilian employments | | 
: —— : | De In addition to the above, Form Noe 38@7, "Personnel 7 
: - ‘ 7 - Status Report", shall be von teats arly 
marital statuse The original of the form will be routed to. tren delanehe 
Personne] OS@#eer and a copy to the Chief, Inspection and Seourity 
wate,” es — oe : 


jones 
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R. axe Termination and Final Clearance — 
Be Rach eup Loyee will ovtain oloarance anor to final 
paynont. Clearance will be obtained on "Final Payment Cloare 
noo: Sheot", Forma Hoe S030, when an employee ia being tere | 
fagitan Leaving for overseas duty, grented leave without 
pay for a period in excess of 60 calendar days, or when 
heing ceanetepees Be or fron an unvoucrered fund statues 
De the-Porsonnel Gfftee will ve notified by "Porsonnel 
-Agtion Request", at least one ) weak prior to the effective 
date of the requests Upon receipt of "Personnel Action 
Request" aoe Personnel -@PEX66 will make necesaety italseseute . 
for an oxit interview a1 ang: for * final clearanoé 
—orrisa will direct oe sola to ‘Inspection. and Seourity . 
for security slearance and will then obtain the additional 
required clearance by telephone, obtain the employee's 
signature and direct the employee to deliver the form to 
| the applicable payrall offoe Aha heteeRRBES 0 When 
‘the employee is unavailable all action indicated will be 


taken except Snoduseuede of the employee's signature. 


Ce The CIA Headquarters and Headquarters Detachnent amc 


wi11 take similar action in. 


_ the oase. of MAM tary personnels 


de The Chief of a field office wills 
(1) ‘De-brief the ouployes. 
(2) Complete certification blocks “office to which 


assigned"and "Security Branch". 
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(3) Obtain employee's signature and forwarding address. 
(4) Forward the form to the, Porsonne]_oretes through 


astublished channels. 


(3 -¥8s Personnel Kecords 


‘he Personnel Badende will be maintainod ‘iy naohine nacera a. 
inaofar i is practicable and necoscury personnel reports will be obe 
tained through these machine recorda, These records will be ade= | 
quate ‘for furnishing Aeaassury lnpetans ion for the dor oni danaeenent 


program dosoribed in 9 above s 


Captain,. USN 
Executive 
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Pte A. s CENTRAL INTELLIGENCE AGENCY te reas 


Meatsngton,. D.C. . [_Bsvoutive Rogisey_| 
| ere “eg 
ADMINISTRATIVE INSTRUC TION | 18 November 1949 
25X1A NO... | 7 ee : 
| SUBJECT: © Personnel Policies and Procedures 
25K1A _-— RESCISSIONSs Admindetrative Inatrustion No. ated 17 eget 1948, 
ee | ; _ Administrative Instruction No, dated 25 March 1947) and 
Administrative Instruction No, dated lil Auguot 1949, 


25X1A | 
: REFERENCES General order J (Revised) » dated 5 October 1949. 


1. General Policy | 
Be Authority is Baisyatee by approved statements of | 
a a |  fmetional responsibilities, separate specific delegations, 
ao : gee ails Instruction to only the Agency officials listed 
below -to act. on personnel actions (appointment, employ - 
ment, classification and reclassification of positions, 
Promotion, demotion, transfer, and separation of tnatetduals) 
for the Directors 
Executive 
Deputy Executive 
Personnel Director 
“hier, Adnintattative Staff 
Chief, Personnel. Division, Adniniatrative Staff 
Chief, Special Support Steff 
| Chief, Employees Division, Special Support Staff 
Designated subordinates of the above listed officials, 


Bett Ng ee an a 
Sapa le ete 
SUE RASRURE RE BY a 
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CONFIDENTIAL 

; ae . by Otttetals and employees not listed above are. 

: _ | prohibited | from discussing personnel actions with 
individuals to whon such Botions will apply, without the 
prior knowledge and approval of the appropriate official 

| | listed above, Such approval will in no case Anclude author= | 
| : {sation to make commitments of any nature for actual employ 
| _ : ee ment or salary ‘evel, Violation of this polioy may result 
in the inmediate dismissal of the individual guilty of the 
violation. 

2. Proselyting 

| a Officials and eaploneea of this Agenoy, Aneluding 

| | thone listed in paragraph la above » are prohibited from 

| discussing employment possibilities with any employee of 

| any other government agency or employees of tho Congress. 

without the presentation of a written release for such 
discussion fron the omploying agency of the ee 
concerned, | 

b. The policy stated in paragraph 2a above vill algo 
apply. to intramagency transfers ‘between Offices and 
Staff Sections, except in connection with the application 
of Agency career management policies by authori, ad officials 
listed in paragraph la above, 

C. a is expected that other govertment agencies will : 
observe a reciprocal non=proselyting polioy dn dealing with 
‘CIA employees. Such employees who obtain employment with 

other government agencies without obtaining prior release | 
may be required. to resign in order to accent such erplaynent. ; 


ie i et . :  COWrIDE NTIAL 
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"de ‘The Jurisdiction of oach of the Personnel Staffs 
2 of CIA is defined in published statements of functional 
| Aon : responsibility. In order to avoid duplication of Instruce 
_ | tions the tern "Personnel Divisions" as(pieed herein wilt . 
irae | pertain te each of the following activities to the extent 
| | of its published functions, unless otherwise stated: : 
Personnel Division, Admintetratave Stefe 
Employees Division, Special Support Staff 
ae be IAC personnel are those individuals dotadled for 
| duty with CIA from the State Departnent or the Departont | 
of perenees 


| 
| - <a} | - | Ce Departmental Service includes all posi tions in the 
}  25X1A: 


pend uerters or central office of the Agency. 


oa a8 ” + Qemereszional Incutres AlL inquires either written or 
> verbal, from menbers of the Congress: received by any individual 
| or activity of this Agenay will be inmediately referred to the 
| General Counsel. for action and preperations of replys 
General Counsel is ‘responsible for adequate coordination in 
each case prior to preperation of reply, - 
<3; 
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the policy guidanoe of the Personnel Director and the direct 
‘puperfision of the Chiefs of the Administrative and Special 


Support: Staffs, the Personnel Divisions are responsible for: 
ae Proaurement, placement, processing, appointment, 
promotion, demotion, withinegrade advauces, susp Org Lon, 
and ‘termination of individual emloyeos. 
b. Assisting the Parsonnel Direotor to establish qualifs— 
~ cation standards for ali positions. | 
Ge Recommending position classification for all pogitions 
to the Personnel Directors | | 
d. Assisting the Personnel Director to establish pelary 
administration, efficiency rating and career management — 
programs, and for carrying out such ter whon established. 
| es Maintaining a current record of euthorised vacancies 
and approved procurement requests against such vacancies. 
fe Establishing personnel procurement priorities. | 
> @e Maintaining continual contacts with potential persone! 
peocuresat sources» 
he. Exelusive liaison with the I&S Staff relative to 
personnel security clecks and clearances. All pacisets for 
ind tiation af and information relative to status of personnel 
seourdty checks and clearances will ba channeled through the 
Personnel Divisions. ss | ages 
dé Batabl4shing eae vena ‘programs within 
specifically authorized limitations. 


GOMFIDERT?”* 


ech 
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je Retablighing and maintaining retention plea 
for reduotion=in=force procedures, | 


Me Reviewing and acting on all disoiplinary actions 
vito are signed and presented ey Assistant Directors and | 
Staff Chiefs. | , 

le (1) Taking final action on Caisaatal sotions 
Anvolving grades G3e12 and below, exoept when there 

| are unremolved disagreenents with Assistant Directors 

of Steff Chiefs concerned. | 

| (2) Recommending through the Personnel Director — 
to the Executive action on pergonnel actions involving 
grades Gse23 and above. | 

(3) Referring all personnel actions through the 

| Personnel Director to the Exeoutive where there is 

|  waresolved disagreenent with the Ansistant Director 
or Staff Chief concerned. | 

6. Merit end “qualifications of dbdividuals 

ab The beste for all persoane2 sotions in the Agency 

will be individual qualifications and relative merit, 


Personal considerations, fanily relationships, favoritien, 
: and external pressures or considerations will not be | 

permitted to 4nfluense such actions. Aseistant Directors, | 
: Steff Chiefs end each of the officials listed in paragraph 
| L atove are personally charged with insuring that this 


poltey is effectively exercised throughout coe Agency. 


GONFIDENY!! 
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— RORFIDERTE 
De | Determination of relative merit and qualifications 
vill be based on demonstrated: abil ty, personal industry, 


integrity, doyalty, length of service, general atest Oney 9: 


and packenound of experience and education, in comparison 
with other employees in siniler fields and pried. 

oe Supervisory personnel at all levels mae become — 
throughly femilisr with personnel under their jurisdiction 
to insure the gust and objective administrative of thie 
policy. SF ee | | 


Te } tion o rsopnéd A Lo 


ae Assistant Directors and Staff Chiefs are responsible 


for the initiation of personnel actions on individuals under 
their jurisdiction and for the ‘routing of of such actions to 
the appropriate Personnel Division, They may desiguate 
such individuals within their orgenizations as may be 
considered desirable to sign and. forward such actions. 
The names of individuals so designated, and any changes 
in such designations » will be commnicated in writing 
to the appropriate Personnel Division, 7a 

be Each personnel action vequiring action by the 


. Executive will be. signed personally by the Assistant 
; Director or Stags. Chief concerned. 


& : 
a. The Classification Aet of 1949 exempts the CIA 
from its provisions. As a result, our personnel Prograg, 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 : 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


GORFIREW TEN 
| "Ss : De 4 ineluding position classification, appointment, pronation, 
7 ete., is carried out within the Agency without Civil Service 
| Comission review. | | : | 
| : = 7 | b. However, the Director has signed a written agreement 
: | | with the Civil Service Commission to adhere strictly to the . 
: | : _ . | -# provisions of the Classification Set in administering the 
| : Li ' Agency personnel program, the Civil Service Conmission 
| also has agreed to provide advice and guidance whenever | 
called upon to do 306 | 
e¢. The supervisory and: review functions previously 
| exercised by the Civil Service Commission have been 
delezated to the Personnel Director end his Staff for all 
Agency personnel matters ’ regardless of their cu a 
classification. 
Sppoininent Policies and Frocedures . | 
. Positions are filled by direct rearui tment rather 
than by certification from the Civil Service Commission, 
However, positions are filled in accordance with establiched 
Civil Service procedure. 
be The following policr is established for effecting 
appoiniments to £411 vacant positions: | 
(1) dn individual without pricr Government service | 
ana be. carried in a trial portod status for the first 
a fall year. : 


~ (2)_ dn ‘individual with prtor Goverment service — 
who has served under - war service or exces appointments 


“yall be required to serve the first six months dn a 


| trial period tthe PARENT! 


a ae tae te 
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(3) An Andividual with Civil Service status will 
be appointed by trensfer or reinstatement without any 
time Limitation or trial period. 
Ce During the trial period an employee will receive 


the special attention and instruction roquired to acquaint 


kim with his duties and to develop his ability to perform 
his sien in the most satisfectory mamer. after a fair 
and full trial period an employee will be terminated if 
his services da nol meet Agency standards. An employee 
with vete rens' sratdranne or Civil Service status will A 
be accorded all rights and privileges granted him under Ag 
the Veterans Prefevence Act of 19d, as amended, and | 
Givil Service rules and regulations. (These privileges 
are subject to special final authority granted to the 
‘Director by the National Seéurity Act of 1947.) 
Gs The following procedures are established for 
_ processing individuals for employment within CIAs | 
(1) Assistant Directors ‘and Staff Chiefs shall 
_ transmit a Reeruituent Request (Form No. 3 37-8) in | 
the originel and three copies to the Personnel 
Division as a requisition to fill an authorized | 
VARancys A Personnel Action Request (Form Nos 37-3 : 
or 371) in quadruplicate shall be forvarded to the 
Personnel Division as a requisition for actual a 
ment of an individual. In order +o initiate security 
: clearance a Personnel fiction pequeny! may be sibel Sted 


a a position cnrenety: fanaa, providing the 


Sey 
ix 
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office concerned informs the Personnel Division on the 
form of the approximate date that the ee, ineunbent 
. wil vacate the position. | | 
(2) 4m Application for Federal Employment (Standard 
Form 57) and a Personal History Statement (Form No. 381) 
will be obtained by the Personnel Division and forwarded 
with a Referral Sheet (Form Noe 37=9) to the appropriate 
office, If the office ds interested, it will indicate the 
7 | position to which the individual will be assigned. 

(a) Final selection Be rejection af snplasants 
for positions above grade GS-5 or equivalent shall 
‘rest with the appropriate Assistant Director or 
Staff Chief. aveeet: the Personnel Chiefs may 
refer to the Executive ‘ejection cases which ey: 

believe are not varranted. 
| (b) Final authority for the selection and 
assignment of an employee in grade GS—5 or equivalent 
_ and below, shall rest with the Chiefs, Personnel 
Divisions, Lao | | 
(e) all assignments are subject +6 the security _ 
“approval of the Inspection and Security Steff. 
| (3) Upon the receipt: ef A Popeannel dation Request 
the Personnel Division will make an offer of employment | 
to the individual concerned (subject. to satisfactory 
security clearance), and upon indicated ape vaney will 


| initiate action for secur ty clearance. 
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| (4) The Personnel Division will notify the office 
concerned of the failure of an individual to receive 
security clearance and will teke appropriate action 
- to inform the individual of hig rejection, | 
(5) ‘The Executive or the Personnel Chiefs will 
contact each individual (including detailed IAC 
personnel) relative to entrance on duty. An individual - 
, asoigned to a personnel pool will be instructed to 
report to duty by the Personnel Division, following 
security clearance. Each individual ( including 
‘detested IAC personnel) reporting for duty will 
present to the appropriate Assistant Director or 
| ~ | “Staff Chief a written notice from the Personnel 
| | Division stating that he has been fully cleared and 
assigned for duty. A copy of this notice will be furnished 
the Inspection and Seourity Staff by the Personnel — 
| Division. In extraordinary circumstances the Executive. 
: - _ may give verbal authorization for entrance on duty 
after assuring himself that all required processing 
: has been completed. Wo individual will be accepted 
. | . : tor duty wees one of the above provisions — been _ 
| | | mete | . | 
he da bene oe ye (6) Stetus af security sleekenos of prospective 
! = of exployees will be obtained fran the. Inspection and 
| _ Security Staff only by the Personnel Division, 
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10. Promotion Polictes and Procedures | | 
ge. An employee may be promoted to a higher grade subject 
tos | | 
Q@ Existence of a suitable vacancy, 
(2) Complete qualifications of the individual 
for the vacancy. 
(3) Completion of 90 day detail period to position 
Gse7, or above. Uncumbat.  _ of positions lower 
than GS-7 must have assumed the duties of the position 
to which they are boing promoted. Prior to the t4ine 
of detail they mst meet testing requirements and | 
qualification standards for the redcomendsd’ position, | 
No. employee shall be detailed to a position allocated 
higher than one grade above ‘the position which he 
currently occupleds these stipulations do not constitute 
46 hepiise to promotion of an individual whose position 
has been reclassified to &: higher grade. 
(4) Submission of a Personnel Action heciaue tis 
the Personnel Division indicating the exact position 
and the date the. employee is detatied in order that 
he may receive credit for the detail period. The 
form must indicate the allocated position mee will 
- be occupied, . 
(5) Bvidence of an efficiency rating as follovss 
GSai,. equivalent, and below = Good or better for 
six months preceding promotion | 
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int re ety 2 = GSa5 through GSe13. or equivalent ~ Very Good or » 
| Expellent for six nonths preceding promotion 
GSel14 and above = Excellent for one year ere 
, promotdon | 
| | | be Promotions are lintted to one grade exept in ae 
: | | where no intermediate grades have been recopriined, 
| . @e After considering all the factors indicated above, the 
reconnonding and approving authorities will use. the following 
table as a guide in determining erent saee time in grade for 


promotion Erpones 


GS G 3 Time Grade 
: 1 1 | 
2 2 2 3 months 
3 3 
a 
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igh, © 2p Pte 1.9 Maatstant pivesiond! ana state! cilerseunsis soccs 
| to the Personnel Division & Peraotiel Action Request containing 
eufficient information to indicate eompliance with the policies 
| = a def ined 4n paragraph 6 above. 
| e. A request from a field station for & promotion must 
be accompanied by a Porition Description (Standard Form 75) 
“prepared by the employee, which outlines the duties and 
responsibilities being performed, fects with remarks 
and certification of the inmediate superior. In ¢he case 
of a proposed position in the field service the description 
will be prepared by the individual vho is most familiar with 
the duties and responsibilitié¢s to be performed. The - 
| description mst includes 7 | 


(1) Factual description of the work being refed: 
(2) A statement of degree of difficulty and responsi- 
7 bility inherent in the position. | 
(3) An account of the nature and extent of supervision, 
; sidepenion’ Judgment and decisions exercised by the incumbent. 
f.. Upon receipt of a request for a promotion in the 
departmental service. the Personnel Division will audit the 
3 ‘position involved in order to determine the level of difficulty, 
Bee ee -— responsibility, and grade at which the Andividusl is perform 
| ing. to ascertain whether he should receive a pronotion, 

2. An employee occungting a classified position will be. 
advanced to the next higher step within his grade, providing 
that he has twelve months of: service without an equivalent — 
inerease 4n pay for grades GS=20 and below or eighteen nobths 

| service for grades G5-12 | and above, In addition the 


p MPP Se Here mond ay ugneutecse semen coo, 
i : 
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enpleyee must have a sdieant aitiotency cating of Good or 
better and a satisfactory conduat report. 

‘1. Jntrendgengy Dropafer Policy 

| Be A Personnel Action Request for intraeagency transfer 
will be prepared by the office to which the employee is 
being transferred. | | 
12. A TAC onne 


ae It shall be the responsibility of the. receiving office | 


| | to initiate a completed Personnel Action Request on all IAC 
pod: ‘personnel, (including citation of the allocated position). | 
| b. ‘the Personnel Division wild initiate a reynest for 
security clearances | | | . 
Co Upon recelpt of security clearance the individual will 
’ called to duty by the Pecachtal Division and will be assigned 
to the medueenye office. 
— @e_‘ IAC personnel aig uses Glioued bo wack ie restricted 
buildings until ehey are given a statement by the Personnel 
Division certifying that all provisions for assignment have 
been Me | . | 
Ge ‘Separations and intraeagency transfers shall be reported 
to the Personnel Division on Personnel Action Request fn tripli- 
cate, initiated by the eppropriate offices 
Be Regular fulletime employees and cemoeary aos 
. of the Agency with a regular tour of duty ‘compensated on @ 
io oo | + por aps basis will be pela in accordance with the Tollowing polteyt 
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() Entxance on Duty Salary 


(a) New eppointments will be made at the base 
salary of the grade. (Transfers, » promotions, aoiecrttone 
remem loyment, and reinstatencnts ape not. new appoint= 
nents within the meaning of the requirenent. ) 
| (b). Employees appointed by transfer, reinstate= 
ment or reeemployment to a position of the same grade 
will be permitted to. retain periodic pay increases 
previously received, 

(c) Employees appointed by transfer, reinstates 
_ ment, or Peseunioynenit to a poactldn in a lower grade | 
than last held will receive salaries fixed to allow 
credit toward withinegrade promotions for all. service 
in appointment grade and higher grades. | | 
(2) : 


(a) when an employee is promoted to a higher grade 
position, he mst be compensated at the base of the 
grade if the entrance salary exceeds any he has previcualy 
earned in the Federal Service. 

(b). When an employee who has previously received 
a change to a lower grade te pronoted, his salary will 
be famed so as to allow credit: toward withinegrade 
promotion for all PEE service an the grade to which 
he bs being. pronoted or for service in any Meher ee: 
@) 


‘(a) To determire bales in ¢ case of a change to 
‘lower grade, the employee: may be given oredit for 
all. service previously, perfo ormed in the lower 


APES e i 
MEN TL. 
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is ee tae a grade and in any higher grades pxevisaaly held. 
: | — @) Exceptions: the policy outlined above 
: does not apply in the following types of cases: 
2+ Employees who have earned meritorious 
_ . pay inereasos. An employee who has been given 
| | . . a withinegrade pay increase because of eepeesatly: 
: | meritorious service or as a reward for superia 
eocomplishnent will be permitted at the time he 
4s demoted to retain one step for each such | 
advancenent. 
Le Employees who change to lower grades. | 
to accept probational appointment. If the change 
to a lower grade is due to employee's desire to 
accept: probational appointwent, he will be | 
compensated at the step in the lower grade whibh 
| is nearest (but nob in eer of) the present 
. salary in the higher grade, - 
| 2e Employees who were changed to lower | | 
| grades for disciplinary reasons. If the employes — 
ds changed to @ lover grade for disodplinary reasons, 
his salary rate will be set at ‘the base of the grade 
to which he is demoted in the absence of specific 


provision to the contrarye. 


be The edinry policy now in effect for classified exployees 
also vill apply to ungraded with eeeek tos (1) entrance on 
duty, (2) promotion, (3). change to lower grade, (4) probational 
fn re os | 


DRA PO et eter iine iene eos ester 


inves 
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appointment, and (5) aveaipaiaas ane The tern Matep 
increase" will be uped for ungraded posditeis in lieu of 
Nperiodic: pay inerease" for classified. positions. 
(1) An employee transferring from a classified potion 
| to an ungraded position will do so without Loss in salary | 
miess his classified salary was “above the top step of — 
the ungraded job to which he is being assignede 
(2) An ungraded employee who receives a conduct and 
efficiency report of Satisfactory or higher will receive 
a step increase after the first six months of ungraded | 
“gervice and ennually thereafter until the. top step has been 
reached. The salary for employees transferring between : 
graded and ungraded positions will be determined after 
considering the waiting period elapsed and whether or not 
an equivalent increase is:involved. 
(3) An employse in an ungraded position will. have 
an Sonor bankty to earn step increases asa eer of meri tor 
ous service ane superior accomplishments. | 
Lie Gerear Manawenent 
Be The career maareeeat program of the agency is deataea? 
ao provide fron withing 
1) A souree af vel qualified: individuals to f4ll 
vaecanoies as they occur. 
(2) & system ubenoby individvals may qualify and be. 
promoted to more responsible positions through anaes: and 
"development within the Agency. 
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-CONFIDENTIN 


De ‘tt ip Agency policy that vacancies will bo filled — 
by the best qualified employee available within the Agoncy. 
The baste considerations for promotion will be proven ability 


. and. merit. 


15. Personne), Status Reports 


ae Assistant Directors and Staff Chief's shall subi. to 


the Personne] Division. a Personnel Information (Form No. 


ee 


37=6) vhon an employees | 
(1) Changes his name, hone oz office address, or 
~ home or office telephone number’. | 
(2) Is separated from the Agency by transfer, ‘restgaation, i 
or entars the nllitary service from civilian employment. | 
be In addition to the above & » Pervormel Status Report (Form 

No. 38~7) shall be submitted following any change in an 
employee's mart bal atatne. The original of the form will 


ee 


be routed to the: Persomel Division @nd.a copy to the Chief, 
Inspection md Security | 
16. zbion gnd Pi Cleay | 

| , Oe Rach employee wi11 obtain clearence prior to final 


: paynent. Clearance will be obtained on a Final Payment Clearance 


Sheet (Form No. 3he30) when an employee io being terminated, 


: leaving for overs eas duty, granted leave without pay for a 
_ period in excess of 60 calendar days, or r being transferred 


to or from an unvouchered fma status.” 


De The Personnel Division will be no’ nbitted ay Personnel 


| Actior Request at least one week prior to ‘the effective date — 
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of the request. Upon receipt of the Peroundl Aation Request 
‘the Porabanel iit make necessary arrangements for an exit interes 
view and for final Olearance, will direct the enployee to the 
‘Inspection and Seourtty Staff for security clearance, and will 
then obtain the additional rocuired. clearance by telephone, 
obtain the employee's Signature, and direct the employee 
to deliver the form to the applicable payroal office, hen 
the employee ig unuvai lable all action indicated will be 
taken except procurement of the employeek Signature, 
Cc. The Chier of a field office wills 
(2) Desbrief the employes, 
(2) Qn the Final Payment Eigbense Sheet complete 
| certification bidoks "office to which assigned" and 
"Seourt ty Branch", | | 
| (3) . Obtain employasts ‘aionature and forwarding © : 
addrews. | : | 
| (4) Forward the form to the Personne] ae 
through established channels, | 
17. “These regulations will govern generally all personnel 
actions of this: Agency, both overt and covert, and will be 
applied te the fullest possible extent in carrying out specific 
provisions of Gonfiden: tial Funds Regulations covering covert 
personnel actions, 
Re A RILLENKOETTER , 


» USN. 
Director. of Central intelligence 
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CHIEF, SPECIAL SUPPORT STAFF ae * | . 
DATE | 
ot da (not concur ? caeneteemene ee e ' ! 


CHIEF, ADMINISTRATIVE START 
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GENERAL COUNSE | 
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y 
| 
fe 
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2 Tae [1 inForwation [77 s1 dnature 
C7“ berion F===]otRECT REPLY [J RETURK 
1 | Comment [——] preparation oF repLy -——l pi spared 


[-“koncurrence [—_] RECOMMENDATION Corie 


|| REMARKS: + Li duly wll, eee | 
i i 
t 
7 
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ee RESTRICTED . 


ee babusmRarIve MisteuCrIoN | Se (lng, AY 


STATINTL 


SUBJECT + Personnel Policies and procedures 


oe 


STATINTL | (This rescinds Administrative Instructions | dated 
: 31 October 1963 d Amendment No. 1, dated 13 
STATINTL December 196 and : October 1917 respectively; 
STATINTL Sf and Amendment No, dated 2); April 1947 and 2 September 
: : i A. ] 19h? respectively; —_— dated , December 197; and: 
STATINTL | id ead | — dated 30 June 198. This.aleo-reseinds Apmo- 
STATINTL A f a randun dated February 197, Subject: Policy Governing 
e 7 a Classification of Positions in CIG, to the Assistant 
" Directors of all Offices and Chief of Coordinating and 


Planning Staff), 
1. Personnel Branch Responsibilities 
a The Personnel Branch, A&M, is responsible for paren 
the following functions with respect to procurement ,processing, position 
classification and termination of. personnel: | 

(1) Maintaining a bees of authorized vacancies ad ap-— 

proved requisitions, | 

(2). Establishing priority’; ty recruitment. on an agency- 

wide basis. : . 

(3) Maintaining sonstant contact with potential recruit- 
ment sources. Only--the -Personnel-Branch pAtdly -will. 
: p* oe | estabLish-such-contacts. -for.. Procurement. ay, 

_ | (4) Contacting and negotiating vith individual | applicants 
; : a i. ae 3 for employment. 

| - ( 5) Coordinating with tt the ere for Inspection and : 
bo —_ | | Security £55 She piapeoe-of initiating ad expediting 
ee | | security clearances for prospective employees. 


(6). Finally @ proving all personnel actions for grades 


BETIS Fe renee atte tere tan ty 


Pay car-12 and below, Grades P=6, CAF~13 and above 


RESTRICTED . 
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| 
RESTRICTED ; 
: : | oe _ 3 a sequins the fod A of the Executive Director 
| | or in his absence the tepautitva for Administration | 
and Management. | 
| | me (2) Classification and allocation of positions to appro~ ; | 
| | priate service » grade and class, and for determining : 
rates of pay applicable a positions not. subject to . 
2 the provisions of the Classification Acte 
(8) Processing all personel actions including appoint 
: ments y intra-agency i ranieters) eenotione. Aanctatns | ; 
| within-grade promotions >» and cenarations. : 
| (9) Providing an employee relations program to protect 
| and stimulate aapleyes interest and 6 serve as a 
: medium for nanagement-employee relationships, : -. , ! 
| .(10) Al) disciplinary action will be considered and acted | 
upon by the Personnel Branch, based upon written : 
| : | : charges prepared by the operating agency and signed | : 
3 : | by the Assistant Director or start weed concernede : 
| (11) Establishing and operating a testing and training 
[ 7 seberea to improve the selection and performance of 
. | ; employees. | | , | | 
. (12) Maintaining liaison with the pete of State and cuneee ae 
| armed forces for the purpose of porting | Rainn ia 
; ‘ | _snatsesty-asstions’ 140 personnel. + 3 oe 
o / _-Peketiyento-veelr Personnel Will bermade-throwgh-this - 
| feo camper ize ae 
7 : (23) Providing a comprehensive medical program to insure } 
| | e the health ‘and physical well-being of all employees. | 
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S32 REST RICTED 
be The Personne] Branch, AMM, Performs constant liaison with 
the Civil Service Commission on all matters requiring Civil . Service | 
approval, such ag Classification of positions ’ efficiency ratings, certi- 
fication of employees from Civil Service registers, ete, | 

2. Basis for Personnel Actions 

| a Assistant Directors and Staff Chiefs are responsible for 
insuring against personnel actions affecting individuals under their 
supervision which are not based purely On relative merit, Emphasis on 
rela tive merit extends *hroughout all Personnel matters, including: pro= 
curement, » assignment to duty, promotions 9» work allocations » leave deter. 


minations, ete, Merit shall be Considered as including: demonstrated 


ability, Personal industry, integrity, loyalty, Comparative length of 


Service, ‘Promptness—cf—aetion-and comparative general efficiency, 
. SU Per Visor Persenye/ 
b. ~Bich-kssistant- Ding seter-ane Stele Chitet must become 80 


z Thad gencideslis oy 
thoroughly familiar with the Personnel of hat shie-organization and their 


3. Policies for 4 ointment 
. rer stpomntment 


& All CIA positions are ‘filled under’ ‘Schedule a’ nie 


snd toc e fisted by direct recruitment rather than by certification 


fron the Civil Service Commission, However, al] Positions are filled in. 


(2) Tidividuate without prior Government service will be 
Given an excepted @ppointaent under’ Schedule a’ and . . 
“will be required to serve the first full year of sep. 
vice in a trial Rice esi : on | : 


ibs eadaie A-RDP81-00728R000100010005-8 
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bE . @ ‘Individuals: with prior Qoverment service who have | | / 
| | served under war service or excepted appointments i 
f | | | will be given an excepted appointment under” "Schedule Kv ' 
| as ; | | and Will be required to serve the first six months of 


service in a trial period status. 
(3) Individuals with Civil Service status will be 


7 >, appointed by transfer or reinstatement to positions | 


/ without any time limitation or trial. period. | 
¢. During the trial period the employee will receive the specian: : 
: . : attention and instruction required to acquaint hin with his duties and to. 

1 develop his ability to perform his work in the most satisfactory manner, 


After a fair and full trial period, an employee will be terminated if his 


£ he att ome by tatty Ebdon 
M services ,are-unsatisfactory,. Employees with veteran's preference or 


Civil Service status will be actorded all rights and privileges granted 
them under the Veterans Preference Act of 19h, as amended, and Civil 
Service rules and regulations. 


he Promotion Policies 


a Civilian cmployees 1 may be promoted to higher grades sexed: 


tos 


J 


Leone Seperate IT my ae one se corre ramen neh H 


(1) Existence of. a atabie vacancy. 
(2) Complete qualification of the individual for the vacancy. 


ara POS coma re 


(3) Proven and demonstrated ability to perform the duties 


higher grade for a minimum | 
his -shatemes. does not. consti- | 
“tute a barrier to aise whose Positions have been 
: classified to higher “hee riod ) 


-ILLEGIB 


ss esteem, Se | aE 


‘period of ninety da: 


s 


resmery 


We 
Fo 
4 
La 
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RESTRICTED 


of such periods 
: " , beter -_ Ree ; 
wh) A “ery Good" or *“Exgettent"” efficiency ydting for 


Each Assistant Direct 
ance with this ‘policy, pret 


(@ After considering all the factors indicated above, the 


recommending and approving authorities will use the following table as 


a guide in determining appropriate time in grade for promotion purposes: 


C. rade 


3 months 


: nm 


8 
9 
10 


Pre fae peted Meghan A He Cee 4 mT 


| Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


SOF Fea Dice KARI RAS RN RHR UNL EI EK IT oh cba STINTS LOPES Mis ASN MTC IA cE MM Ra See RANI Wn AN FAN AL Stee ES RL TER oA Hn Ne TIE a 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 
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oa 5. rreeapeny Transfer Policy 
a, Employees may not seek ae, within GIA without the 


- prior written approval of the Chief, Personnel. Branch, stl, or his 
| authorised representative. Such approval will > based upon the recom~_ 
co tg. mendation ‘of the appropriate Assistant Director or Staff Chief. | 


eryvssory Personnel : 
b. —Aseiétant. Dire ors~and-Staff-Chiefs may not interview or 


geek the transfer of personnel unbéi-such-euployes-prasente-the, “the, we tten 
_ approval described in Ba above. 
6. Appointment Processing Procedures 
| . The following procedures are established for the processing 
of am individual} for employnent within Clas | 
(1) Assistant Directors and staff Chiefs will transmit L Reervtnent 
Reg vest Form No. 37-8 in duplicate to the Personnel Branch | 

PP bene geen vase“ a8 X requisitionsto £111 authorised vacancies and 


ersonnel Aetion [regvest 
formard/Fora No. 3 3t=3 in quadruplicate to the 


‘Personnel Branch as requisitions for actual employ~ - Engerd, } 
ae |  , * ' ment of the, o, individual selected. | 
| en (2) Forms No. 57 61 wil be Sree inens ile acme 
| Branch and will be forwarded to appropriate offices 
within cla. If interested, the office will indicate 
to the Personnel Branch the position to which the 
individual will be assigned. Final selection or . 
Me = rejection, above grade CAF-5, will rest with the | | : : 
as ’ ; w oA i hopaiogy ars Director or staff Chief. Mewtote ' 
eee ie “reese Prawih ill a lo Ee ini 4 4 
ees sm” el 


qd 
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6). Final authority for the selection and assignment of 


(3) 


(4) 


(5) 


and wage rates 
employees Merepe ¢ CAF =5 amet equivalent ‘grades/and below, 


rests with the co Branch and consequently such — 

capes are not referred to Assistant Directors or Staff 

Chiefs for action, ~The-Pevsonnel-Branch-wili-debormine 

tho-watvabiitey-cf-—qualifieations. 41] personnel 

assignments are subject to the Ceuoeerence ot ihe 

Executive for I & S. | 

Upon the receipt of Form No. 37-3, the Personnel 

Branch will make an offer of employment to the individ- 

nubseeh By eatieteiliin Aennrily berrenes) 

ual concerned,, and’ adpon indicated acceptance will 

initiate action for security clearance, Ludi ns crrenineLinets 
willy grade or calor he apecipisatly rucludel au the oper, 

The Personnel Branch will notify the office concerned 

of the failure of individuals to receive security 

clearance and will take appropriate action to inform 

the individual of his rejection. 

The Executive for haednistoation and Management ’ or. 

the Chief, Personnel Branch, will contact all individ- 

uals (including foam IAC personnel) relative to 

entrance on duty. Individuals assigned to personnel 

pools will be instructed to report for duty in the 

eavious offices by the Chief » Personnel Branch, | | 

following security clearance, Each individual, inelud- | 

ing assigned TAC personnel, reporting for duty will 

present to the appropriate Assistant Director or Staff 


‘Chief a written notice from the Chief, Personnel Branch ’ 
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stating that such individual has been fully cleared 
and is assigned ‘4o-hkm for duty. A copy of this 
notice Pee aenee the Executive for Inspection and 

. Security. In extraordinary circumstances y the Execu-. 
tive for sdudiniistration amd Management may give verbal 
authorization for entrance on duty after assuring him- 
self that all required processing has been completede : 


NO Heel indiunf wilf le oeeeghid [s- dily adr uch artes, 
7. Promotion Processing Procedures 


@ Assistant Directors and Staff Chiefs will forward Form Je. 
: 37-3 to the Personnel Branchy “Phis-request ton promotion aceton-mist— 
eontaaa’s ufficient information to indicate compliance with the policies 


"defined in paragraph b above. ndation-for~prometion-will 
be-subject-to- desk-audit;=and ob-sheet-of record Will not aealcas ie = 
| ‘the-inounbent-a8 Siig * mo | 


Ann PRoMeT ion eases 


b. Requests from fiela stations for pronotion seddemreeweten 


pines ree REALSISMM ENT - 


/-aacaisjmust be op tae by an empLoyee-prepared position description. 


of Me Meher Frade 
_ Which outlines plasient duties and responsibilities together with the 


remarks and certification of the penecsave t supervisor. The position 
description should include: 
(1) An original, objective, concrete and factual word 
"picture of the job being performed, 
(2) The degree of difficulty and responsiblity inherent 
' in the position, 
_ (3) The nature and extent of sigetvision and of independent 
" gudgnents and decisions exercised by the incumbent. 


cast, the ae and dere Kee 


ities, 


_RESTRIG! ED 
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ae ae ae 
Ce After review of all factors by the Personnel eh, proper 
disposition of the case rill be nade, 


8. Salary A dministration | | 
Regular full-time employees and temporary employees of CIA with 


8 regular tour of duty compensated on a per annum basis will be paid in 


accordance with the enone policy's 
a, Entrance on Duty Salary. 

(1) ‘New appointments will be made at the base salary of 
the erads; (Transfers, promotions, demotions, reemploy= 
ment, reappointments and reinstatements are not new 
appointments within the meaning of this regulation. ) 

(2) Employees appointed by transfer, reinstatement or 
reemployment: to a position of the same grade will be 
permitted to retain periodic pay increases previously 
received. | 

(3) Employees appointed by transfer, reinstatement, or 
reemployment to a position in a lower grade than last 
held will receive salaries fixed to allow credit toward 

apporTutny 
within-grade promotions for all service in tnat grade 
Sf higher grades. _ ; 
b. Determining Salery in Case of Promotion 

(1) When an employee is promoted to a higher grade position, 
he must be compensated at the base of the grade if the 
entrance salary exceeds any he has previously earned 
in the Federal Service, — | 
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(2) When an employee sho has previously received a change 
toa Lower grade is promoted, his salary will be fixed | 
80 as to allow credit toward withinegrade promotion 
_ for all previous service in the grade to which he is 0 
| being promoted or for service in any higher gradese : 
Ce Determining Salary in Case of Change to Lower Grade. : . 7 : 
(1) To determine salary in case of a change to lower Sd : 
grade, the employee may be given credit for all ae : 
service previously performed in the lower grade and | , 
in any higher grades previously held. | 
(2) Exceptions: The policy outlined above does not , 
apply in the following type of cases: 7 ; 
(a) Employees who have earned meritorious pay : 
increases. An employee who has been given a 
within-grade pay increase because of especially 
meritorious service or as a reward for superior . 
accomplishment will, at the time he is demoted, 
be permitted to retain one step for each such 
_ advancement. . > 7 
(b) Change to lower grade de to ac accept, probatdonal 
appointnent,. _If the change to a lower grade is 
due to employee's desire to accept probational — 
appointment » he will be compensated at the step 
“4n the lower grade which is nearest (but not in - 
excess of) the camer’ salary in the higher grades os v 


i 
2 Ret tly ore eee a nde tai 
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| (c) Change to lower grade for disciplinary reasons, 
If the employee is changed to a lover grade for 
disciplinary reasons, his salary rate will be 
set at the base of the grade to which he is 
demoted, in the absence of specific provision. 
| to the contrary. - 
9. Within-Grade Promotions 
ae an employee occupying a classified position may be advanced 
to the next higher rate within his grade, provided that he has twelve | 
months of service for grades P-3, CAF-10 and below or has eighteen 


‘months service for grades P-4, CAF=11 and above. In addition, the 


employee must have a current efficiency rating of "Good" or better, 

b. The Chief, Personnel Branch, is responsible for keeping 
records to determine when employees are eligible for withinegrade promo- 
tions, Prior to the actual salary increase 2 the ‘Chief Personnel Branch ’ 
will senior fo 37-105 to the employee's immediate eupervisor for 
certification that the employee's conduct is satisfactory, Determination 
will also be made that the efficiency rating is appropriate. 

c. Provisions exist for the advancement by step promotions 
for parvoniel occupying aaa not subject to the provisions of the 
Classification Act. 


ms ssiinment ef ZAC Lefeiled Personnel | 
4M att s the: responsibility of the receiving @manch-er of- 


or or SHE Sec fron 
fice,to initiate a completed Form 37-3 on all assigned TAC personnel 


prior to entrance on duty. The 37-3 (3 copies) shal be accompanied 
by Personal alge f Statenent (2 copies). 
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: i _ be The Personnel Branch will initiate request for security clear. 4 
f cance, — | | 3 
[ li Separations and Intra-Agency transfers of IAC personnel will . ; ; 


be reported to Personnel Branch by Form 37-3, initiated by the appro= 
priate office, | | 


: ll, Termination ; | | | : 
- OF £1 es Secpions: : : 
: . Be ors. and Staff Chiefe,will Complete Form — : 
& No. 3123. for employees under their jurisdiction who have submitted resige : 

es 40n 3 


nations, stating the reason therefor, together with any cexplanationjhieh 
may help to prevent the loss of the employee, and forward the completed 


form to the Chief, Personnel Branch, at least two weeks in advance of 


‘ “ys the separation date, Upon receipt of Form No, 37-3, the Personnel Branch, 
after pre-exit interview, in instances in which the employee still wishes 
| Clearante | 

: ; to resign, will sl sl No. 3-30 indicating thereon the routing to 

: be followed for clearance, | | 

: won 

; enen tated the Personne! Brazich 
and Asnsétant/Dirg ors /or Star Pe me) efe any tenets 2 the Pe sonnel 


Branck to thie poe for (ae) stration « wh Managenient,, 
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CENTRAL INTELLIGENCE AGENCY » 
Washington, De Ce 


| ADMINISTRATIVE INSTRUCTION = --g December 1949 


10. — 
, SUBJECT: , Personnel Policies and Procedures 


RESCISSIONS: Administrative Instraction ated 17 August 1946 
Administrative. Instruction dated 25 March 197 
Administrative Instruction | dated 11 August 19h9 


REFERENCE: General Order HE (2"3502), dated 5 Qctober 199. 


1. General Policy . | 
a. Authority is delegated by approved statements of 
functional responsibilities, separate specific delegations, 

. and this Instruction to the Agency officials listed belew . ‘ 
to take implementing action on personnel actions recommended | va 
by Assistant Directors and Staff Chiefs (appointment, employ- | 
ment, classification and reclassification of positions, pro- 


motion, demotion, transfer, and separation of individuals ). for 
the Director: . 


Executive — 

Deputy Executive 

Personnel Director 

Chief, Administrative Staff. 
Chief, Personnel Division,,. Administrative Staff 
Chief, Special Support Staff 
Chief, Enployees Division, Special Support Staff 
Designated subordinates of the above listed officials 


, . %e Officials and employees not. listed above should not ‘| 


#” ‘discuss personnel actions with individuals to whom such actions = 
: will apply without prior clearance from the appropriate offi- ( 
cial listed above. Such clearance will in no case include v 


' authorization to make commitments of any nature for actual 
employment or salary level. Violation of this policy may result 
in the immediate dismissal of the individual ae of the 
wicletdon: 


Ce No appodntaent, in or promo tien to ads GS-16 and 
above will be made without the prior spErexet of the Director 
personally. 


CONFIDENTIAL 
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prose}yting 
a. Officials and ‘employees of this tae includfing those. 


listed in paragraph la above, are prohibited from discussing em- 
ployment possibilities with any employee of any other government. 


/ agency cr employees of the Congress without the presentation of a 
written release for such discussion from the a agency of 


the individual concerned. 


be The policy stated in paragraph 2a above will also apply to 
intra-agency transfers between Offices and Staff Sections, except 
in connection with the application of Agency career management 
policies by authorized officials listed an paragraph la. above, 


c. It is expected that other Bovernnsit agencies will observe 
a reciprocal non-proselyting policy in dealing with CIA employees. ; 
‘Such employees who obtain employment with other government agencies 
without obtaining prior release Bee, | be required to resign in order 
to accept such employment. 


de In connection with the above, there is no objection to the 
officials listed in paragraph la above contacting any other agency, 
when desired by Assistant Directors or Staff Chiefs, to ascertain 


whether a specific individual can be made available for employment 


by CIA and, if no objection is made, to arrange for appropriate 
interviews and security checks within CIA prior to actual separa- 
tion of such individual from his current employment. 


3 « Definitions 


a. the jurisdiction of each of the Personnel Staffs of CIA is 
defined in published statements of functional responsibility. In 
order to avoid duplication of instructions the term "Personnel. 


Divisions" as used hurein will pertain to each of the following 


activities to the extent of its published ipereen tnless other- 


' wise stated: 


Personnel Division, iemindst eerie staff 
Employees Division, Special Support Staff 


be IAC personnel are those individuals detailed for duty with | 


ba from the State Department, or the Department of Defense. 


Ce Departmental. Service inelndés all positions in 1 the head- 
quarters or central office of the Agency. 


ibe | 
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4. Inquiries 


| All inquiries either written or verbal, from the White House, 

members of the Congress, or Committees of national political parties 
received by anyiandividual or activity of this Agency will be immedi- 
ately referred to the General Counsel for action and preparation of 
reply. The General Counsel is responsible for adequate coordination 
in each case prior to preparation of reply. . 


Se General Responsibilities of Personnel Divisions 


Under the policy guidance of the Personnel Director ard the 
dizect supervision of the Chiefs of the Administrative and Special 
Support Staffs, the Personnel Divisions are responsible for: | 


a. Procurement, placement, processing, appointment, promotion,| 
demo tion, within-grade advances, suspension, and termination of wee 
individual employees, to meet the stated requirements of recom- oe 
mendations of Assistant Directors and Staff Chiefs concerned, or 
mandatory provisions of law and government regulations. 


b. Assisting the Personnel Director to establish qualifica- 
‘tion standards for ali positions. 


Ce Re commending position classifisation for all positions to 
the Personnel Director, 


d. Assisting the Personnel Director to establish salary admin- 
istration, efficiency rating and career management programs, and 
for carrying out such programs when established. . 
e. Maintaining a current record of authorized vacancies and 
approved procurement requests against such vacancies. 


f. Establishing personnel procurement priorities. 


Be Maintaining continual contacts with potential personnel » 
procurement sources. | : ss 


/ We Exclusive liaison with the I&S Staff (except by the Execu- 
tive or Personnel Director) relative to personnel security checks 
and clearances. All requests for initiation of and information 
relative to status of personnel security checks and clearances 
will be channeled through the Personnel Divisions. 


| ie Establishing personnel training programs within specifi- 
Cally authorized limitations, = 


: Je Establishing and maintaining retention registers for 
_ Teduction-in-force procedures. 3 


Ra 


ke Taking implementing action on all disciplinary actions which fo 


are recommended in writing by Assistant Directors and Staff Chiefs. 
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actions involving grades GS-12 and below, except when there 
are unresolved disagreements with Assistant Directors or | 
Staff Chiefs concerned, | 


le (1) Taking implementing action on recommended 7 A 


(2) Recommending through the Personnel Director to the 
Executive action on personnel actions involving grades 
GS-13 and above. (See paragraph lc re actions involving © 
grades GS-16 and above. The Executive will make recommenda- 
tions to th> Director in each such case.) : 


(3) Referring all personne] actions through the Personnel — 
Director to the Executive where there is unresolved disagree~ 
ment with the Assistant Director or Staff Chief concerned. 


6. Medical Standards 


Initial appointment or reassignment to all positions are sub- 
ject to established medical standards. Inasmuch ag the signing of a 
medical waiver by an individual does not relieve the government of its 
liability under the regulations of the Employees Compensation Commission, 


no waivers of physical Tecuirements will be granted, 


Te Merit and Qualifications of Individuaiis | 


a. The basis for all personnel actions in the Agency will bs 
individual qualifications and relative merit. Personal consider= 
ations, family relationships, favoritism, and external pressures 
or considerations will not be permitted to influence such actions. 
Assistant Directors, Staff Chiefs, and each of the officials 
listed in paragraph 1 above are personally charged with insuring 
that this policy is effectively exercised throughout the Agency. 


be Determination of relative merit and qualifications will be 
based on demonstrated ability, personal industry, integrity, . 
_ leyalty, length of service, general efficiency, and background 
of experience ¢f"education’ in comparison with other applicants 
and employees in similar fields and grades, 


c. Supervisory personnel at all levels must become thoroughly 


- familiar with personnel under their jurisdiction to insure the — 
just. and objective administration of this policy. . 


8. 


Initiation of Personnel Actions 


es do Assistant Directors and Staff Chiefs are Tesponsible for 
the initiation of personnel actions on individuals under their 
jurisdiction and for the routing of such actions to the 


apprepriate Personnel Division. They may designate such 

ae | a 
CONFIDENTIAL 
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CENTRAL INTELLIGENCE AGENCY 


TRUC = | 6 December 19/9 
SUBJECT: Personn 1 Polifies. and Procedures | 


ted 17 August 1948, = | 
dated 25 March 1947, | | 
dated 11 August 1949, 


(Revised), dated 5 October 1949, 


Aaministrative Instruction No, 
Instruction No, 


1, General, Policy ~ ae et et oe 
y is delogat 


 @ Authorit ed by appro d statements of oe te 
functional responsibilities, Separate specific delegations, | ; ; 
ij the 


and this Instruction to ; engy officials listed sot eee, dt f, 
et “1 ; ote 
t 


@ppointment, 
classification and reclassification’ Of positions, promotion 
demotion, transfer, and Separation bf, individuals) for the 
Directors =r -_ 7 


£ 4, a 


Executive 

_- Deputy Executive 

_. Personnel Director - . 

Chief, Administrative Starr oes 
Chief, Personnel Division, Administrative Staff 
Chief, Special Suppor Steff 
Chief, Employees Division, Special S port Staff . 
Designated subo tes of the above 


ae Officials and employees not’ listed abo " 
z 


in no case include autiiorization to make commi tmen = any lnanes, ; 


‘e for actual employment or Salary level. Viol; — 
Policy may result in the inmediate dismissal of the indivéigu- 

al guilty of the Violation, : | sre ee 
C. No appointment in or promotion to grades GSe! 


. 6end . 
above will be made without the prior approval of te Diese 


i 


2 

a 
if 
1 
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2. Proselvtine 


& Officials and employees of this Agency, including 
- those listed in paragraph la above, are prohibited from 
discussing employment possibilities with any employee of 
any other government agency or employees of the Congress 
without the presentation of a written release for such 
discussion from the employing agency of the individual 
concerned, 


_ be The policy stated in paragraph 2a above will also 
apply to intra-agency trangfers between Offices and Staff 
Sections, except in connect{on with the application of 

Agency career management policies by authorized officials 
listed in paragraph la above 


other government agencies without obtaining priop“release 
may -wietegattd to resign in orger to accept guch employment, 


3. Definitions 


. @ The jurisdiction of each Personnel Staffs of 
GIA is defined in published statemen of functional responsi- 
bility, In order to avoid duplicati on of Instructions the | 
vterm "Personnel Divisions" as used/herein will pertain to each 

of the following activities to thé extent of its published 
functions, unless. otherwise stated: . 


Personnel Division, istrative Steff 
Employees Division, Traps Subport. Staff 


be IAC personnel. are hose individgels detailed for 
duty with CIA from the State Department jor the Departnent 
of Defense. 


25X4 A ee Bn Be Departmental Service includes all positions in the 
; headauarters: or central office of the Agency. 
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4e Inquiries : 
All inquires, either written or verbal, from the White 
House, members of the Congress, or Committees of National Political 
Parties received by any individual or activity of this Agency will 
be immediately referred to the General Counsel for actién and 
rperparation of reply, The General Counsel is responsible for 
adequate coordination in each case pric.. to preparation of reply. 


Se General Responsibilities of Personne) Divisions 
Under the policy guidance of the Personnel Director and 


the direct supervision of the Chiefs of the Administrative and 
Special Support Staffs, the Personnel Divisions are responsible for: 


ae Procurement, placement, processing, ‘appointment, 
promotion, demotion, within-grade advances, suspension, and 
termination of pas Septriar csr wd eh the elated Ge acme mw 
A CANAL UGE abtpset  Atee Doane lee aad £ ef} t bef costed, oY eaucale Y, 
Bete Boba Cpe grote, . ? 
Be Assisting he Fosonnel Diregtor to establish quagifi~ : 7 htm 
cation stendards,for all pog@itions, wR ae: he 


on, 
: Me 
¢ 


e. Maintaining a currazt record of authoriged vacancies 
and approved procurement r . 


f. Establishing persénnet procurement priorities, 


. ge Maintaining continual coktacts with potential personnel 
procurement sources, 


he Exclusive. on with the Staff (except by the 
Executive or Personne] Director) relative to personnel security 
checks and clearances, All requests for initiation of and 
information relative/to status of personnel security checks 
and clearances will /be channeled through. the Personnel Divisions. 
i, Establishing personnel training programs within 


specifically authorized limitations, 


ce Establishing and maintaining retention registers 
for reduction-ineforce prodedures, 


ae Py en ee en 
k. jon all disciplinary actions —— 
which are signed-and-presented, by Assistant Directors and ) 
'- Staff Chief Se httentedgihed mht ~nrakinng 
-3- 
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ne Atmn edulis Aker rumeuclea. - 2 
lh (2) Taking ec ation,on. ersonnel actions 7 
involving grades GS-12 and below, except when there \ 
are unresolved disagreements with Assistant Directors 
or Staff Chiefs concerned, | 


(2) Recommending through the Personnel Director | . 
to the Executive action on personnel actions involving 
grades GS=13 and above, (See paragraph le re actions 
involving grades GS-16 and above, The Executive will 4 
make recommendations to the Director in each such case, ) | | 


(3) Referring all personnel actions through the 
Personnel Director to the Executive where there is 
unresolved. disagreement with the Assistant Director or 
Staff Chief concerted, . 


6. Medical S Sg | | 
Initial appointment o reassignment to all positions are 
subject to established medical * tandards, Inasmuch ds the Bigning 
of a medical waiver by an indivi§uel does not relive the government 
Of its liability under the regulations of the Employees Compensation 
Commission, no waivers of physical \ equirements fill be granted, 


7. Meri 


a The basis for all the Agency \ 
ma relative merit. Personal | ea 
avoritism, and external 
a \ permitted to influence 
Such’ actions, Assistant Directoys, Sta Chiefs, and each of 
gh 1 above\are personally 
§ policy is affectively exercised. 


: b. Determination of relative merit and qualifications will 
be based on demonstrated bility, personal ind stry, integrity, 
loyalty, length of servic 5, general efficiency, ‘and bac 
of experience and education, in comparison with 
and employees in similar fields and grades, 


other applicants 
co | 


_,¢e Supervisory personnel at all levels must become tiftoughly 
familiar with personnel under their jurisdiction to insure the | 
Just and objective administration of this policy. 


8 In ° 'P 1 Actions 


a Assistant Directors and Staff Chiefs are responsible 


- appropriate Personnel Division, They may designate such | 
, a 
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_ Andividuals within their organizations as may be considered — 


desirable to sign and forward such actions. The names 
individuals so designated, and any changes in such designa- 
tions, will be commmicated in ere to the appropriate 
Personnel Division, 


b. Each peraonnel action requiring action by the Executive 


will be signed aaa by the Assistant Director or rico 
Chief concerned. 


9. Relatio C o 


Ge The Claseif ication Act of 1949 exempts the CIA from 
its provisions, Our personnel programy‘mcluding position 
classification, appointment, promotion, ete., is carried out 
within the Agency without prior Civil Service Commission | 
review. The Director has signed a written agreement with 
the Civil Service Commission to adhere strictly to the — 
provisions of the Classification Act in administering the 


| Agency personnel program, The Civil Service Commission also. 


has agreed to provide advice and guidance Mentor called 
upon to do so. 


b. The supervisory and review functions previously 


x exercised by the Civil Service Commission have been delegated 


to the Personnel Director and his Staff for all Agency personnes 
matters, ee of their security classification, 


10, Appo Policies Procedure 


- . @e Positions are filled by direct recpwitnent rather 
than by certification from the Civil Service Commission, but 


in accordance with established Civil Service procedure, 


b. The following poliey is: established for effecting 


appointments | to fi11 vacant positions: © 


(1) An individual without prior Government service. 
will be carried in a trial period status for the first 
full year, 


P (2) An individual with Srick Governnent service 
tno has served under war service or excepted appointments 
will be required to serve the first six menthe ina a trial 
period status. 


| (3) An individual with Civil Service status will be 
appointed by transfer or reinstatement without any time 
limitation or pete Pere 
 GONFIDENTTAT 
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c. During the trial period an employee will receive the 
special attention and instruction required to acquaint him 
with his duties and to develop his ability to perform his 
work in the most satisfactory manner. After a fair and full 
trial period an employee will be tevminated if his services. 


do not meet Agency standards, An employee with vaterans' prefer- 


ence. or Civil Service status will be accorded all rights and . 
privileges granted him under the Veterans Preference Act of 
1944, as amended, and Civil Service rules and regulations. 
(These privileges are subjec$ to special final authority granted 
to the Director by the National Security Act of 1947.) Under 
certain conditions, it is possible for employees to achieve 
permanent Civil Service status while serving in this Agency. 
| The Standard Civil Service regulations will be followed in | 
each instance, after initial clearance has been received from 
the Personnel Relations Branch, Personnel Division. — 


d. The following procedures are established for processing 
individuals for employment within CIA: . 


| (1) Assistant Directors and Staff Chiefs shall transmit 
Recruitment Requests in the original and three copies to 

the Personnel Division as requisitions to fill authorized 
vacancies, <A Personnel Action Request (Form No. 37=3 or © 
37-1) in quadruplicate shall be forwarded to the Personnel 
Division as a requisition for actual employment of an 
individual. In order to initiate security clearance a 
Personnel Action Request may be submitted against a position 
currently filled, providing the office concerned informs 

the Personne. Division on the form of the approximate date 
that the present incumbent will vacate the position. 


(2). An Application for Employment and a Personal History 


Statement will be obtained by the Personnel Division and 
forwarded with a Referral Sheet to the appropriate office, 
After careful review, the file will be returned to the 
Personnel Office with request for personnel action or 
reason for rejection. 


(a) Final selection or rejection of applicants 
for positions above grade GS=5 or equivalent shall 
normally rest with the appropriate Assistant Director 
or Staff Chief, subject to qualifications review by the 
Personnel Divisions, The Personnel Chiefs may refer 


to the Executive through the Personnel Director, acceptance 


or rejection cases which they pelieve are not warranted. 


(b) Final authority for the selection and assignment 


of an employee in grade GS-5 or equivalent. and below, 
‘ghall rest with the Chiefs, Personnel Divisions. 


~~ ‘ 
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(c) All assignments are subject to the security 
approval of the Inspection and Security Staff, | 


(3) Upon the receipt of a Personnel Action Request 


the Personnel Division will make an offer of employment 


to the individual concerned (subject to satisfactory 
security clearance), and upon indicated acceptance will 
initiate action for security clearance, . 


(4) The Personnel Division will notify the office 
concerned of the failure of an individual to receive | 
security clearance and will take appropriate action to 
inform the individual of his rejection, | 


(5) The Personnel Chiefs will contact each individual 
(including detailed IAC personnel) relative to entrance 
on duty. An individual assigned to a personnel pool will 


be instructed to report to duty by the Personnel Division, 


following security clearance, Each individual (4ncluding 
detailed IAC personnel) reporting for duty will present 

to the appropriate Assistant Director or Staff Chief a 
written notice from the Personnel Division stating that . 

he has been fully cleared and assigned for duty. <A copy 

of this notice will be furnished the Inspection and Security 
Staff by the Personnel Division. In extraordinary circum- 
stances the Executive or the Personnel Director may give 
verbal authorization for entrance on duty after assuring 
that all required processing has been completed, No indie 
vidual will be accepted for duty unless one of the above 
provisions has been met. PF a oo 


@ An employee may be promoted to a higher grade subject 


(2) Existence of a suitable vacancy. 


(2) Complete qualifications of the individual for 
the vacancy, . 


(3) Completion of 90 day detail period to position 
GS-7, or above, Ineumbents of positions lower than GS=7 > 


must have assumed the dutiea of the position to which they 


are being promoted, Prior to the time of detail they must 
meet testing requirements and qualification standards for 


| . the recommended position, No employee shall be detailed | 
to a position allocated higher than one grade above the 


position which he currently occupies, These stipulations 
do not constitute a barrier to promotion of an individual 
whose position has been reclassified to a higher grade, 


: a7 
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(4) Submission of a Personnel Action Request to the 
Personnel Division indicating the exact position and the 
date Chk employee is detailed in order that he may receive 
credit for the detail period. The form mst indicate the 
allocated position that will be occupied. | 


(5) Evidence of an efficiency rating as follows: 


é i i 
(a) GSe4, equivalent, and below — Good or better = | 
for six months preceding promotion, . 7 


(pb) GS=5 through GS~13 or equivalent - Very - 
Good or Excellent for six months preceding promotion, . 


(c) GS=14 and above = Excellent for one year 
preceding promotion. . 


be Promotions are limited to one grade except in cases 
where no intermediate grades have been recogniged. 


c, After considering all the factors indicated above, — 
the recommending and approving authorities will use the 
following table as a guide in determining appropriate time 
in grade for promotion purposes: 


Time in Grade 7 "Sig 


Gs CPC 2 
2 : 1 : | 1 
2 2  3months 
aoe 3B : 
: | , 
2 6 6 months 
6 7 Pe ey Te a de 
7 | “oO * a : : | 
4 : 8 9 9 months | 
| 20 | a 
LS 5 — 
10 12 months 


bI EIS 
: 
é 


| 2 erg 
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a, Assistant Directors and Steff Chiefs shall forward 
to the Personnel Division a Personnel Action Request contain 
ing sufficient information to indicate compliance with the 

— poliedes defined in paragrenh (J pbove, 


A request from a field station for a promotion mst 
be accompefiled by a Position Description parepared by the 
‘employee, which outlines the duties and responsibilities being 
performed, together with remarks and certification of the 
immediate superior, In the case of a proposed position in 
- the field service the description will be prepared by the indie 
vidual who is most familiar with the duties and responsibilities 
to be patton: The description mst include: 


(1) Factual desoription of the work being perfomed. 


(2) A statement of degree of difficulty and responsi- 
bility inherent in the position. 


(3) An accomt of the nature and extent of supervision, 


independent judgment and decisions exercised by the incum- 
bent, 


f. Upon receipt of a request for a promotion in the depart- 
mental. service the Personnel Division will audit the position 
involved in order to determine the level of difficulty, responsi= 
bility, and grade at which the individual is persOriene | to. 

ascertain whether he should receive a promotion, 


Be 4n employee occupying a classified position will be 
advanced to the next higher step within his grade, providing 
that he has 52 weeks of service without an equivalent increase | 
in pay for grades GS=10 end below or 78 weeks service for 

grades GSell and above, In addition the employee mst have 


a current efficiency rating of Good or better and a satisfactory 
conduct report. 


12, ee ae 
A Personnel Action Request for intraeagency tranofer will 
be prepared by the office to which the joyee is being transferred, 


_ The Personnel Division will coordinate with. the I&S Staff where 
_ appropriate, C 


a. It shall be the responsibility of the receiving office 
to initiate a completed Personnel Action Request on all IAC 
- personnel (including eitation of the allocated position), 


. be The Personnel Division will initiate a request for 
secunity eiparanne. | 
ONF , DE IAL 
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Qe Upon receipt of security clearance the individual 
‘Will be called to duty by the Personnel Division and will 
be assigned to the requesting office, | 


a. IAC personnel will not be allowed to work in restricted 
buildings until they are given a statement by the Personnel 
Division certifying that all provisions for assignment have 
been met, ) | : | 


e, Separations and intraeagency transfers shall be reposted 
to the Personnel Division on Personnel Action Request in tripli- 


cate, initiated by the appropriate office, The Personnel Divi~ 
sion will coordinate with the I&S Staff where appropriate. : 


14. Salary Administration 


Be ‘Regular full-time employees and temporary employees ne “he G 
of the Agency with a regular tour of duty compensated on a per pe Wes 
annum basis will be paid in accordance with the following 


policy: : 


(1) Entrance on Duty Salary 


(a) New appointments will be made at the base 
Salary of the grade. (Transfers, promotions, demotions, 
re-employment, and reinstatements are not new appoint- 
ments within the meaning of the requirement.)  — : 


(#) Employees appointed by transfer, reinstate- : - 
ment or re-employment to a position of the same grade ; . 
will be permitted to retain periodic pay increases ; ~ | 

' previously received, 2 7 | : 


(ce) Employees appointed by transfer, reinstate- 
ment, or re-employment to a position in a lower grade 
than last held will receive salaries fixed to allow 
oredit toward withinegrade promotions for all service 
in appointment grade and higher grades. 


(2) Detexminine Salary in Case of Promotion } 


“8 (a) When an employee is promoted to a higher grade 
position he will be compensated-at the lowest rate of 
such higher grade which exceedhis existing rate of 
eompensation by not less than one-step increase of the 


grade from which promoted, 


(b) When an employee who has previously received 
_ a change to a lower grade is promoted, his salary will 
be fixed so as to allow credit toward withinegrade 
_ promotion for all previous service iw the grade to | : 
which he is being promoted or for service in any higher grades. 


a oe | 
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his former rate he will be compensated at the step in 
the lower grade which is nearest his present salary, 


_(b) Exceptions: The policy outlined above does 
not apply in the following types of cases: 


ade Employees who have earned meritorious _ 
pay increases, An employee who has been given 
a withinegrade pay inorease because of especially 
meritorious service or as a ret for superior 
accomplishment will be permitted at the time he 


fet ® 


ds demoted to retain one step for each such advance= | 


- Ze Employees who change to lower grades to 
accept probational appointment, If the change 
to a lower grade is due to employee's desire to 
_ accept probational appointment » he will be compen- 
sated at the step in the lower grade which is 
nearest (but not in excess of) the present salary 
‘in the higher grade, 


ae Employees who ae changed to lower grades 


for disciplinary reasons, If the employee is 
changed to a lower gerade for disciplinary reasois, 
his salary rate will be set at the base of the — 
grade to which he is demoted in the ‘absence of 
Specific provision to the contrary, "Ss 


b. The salary policy now in effect for Classified employees 
also will apply to ungraded employees with respect tes (1) . 
entrance on duty, (2) Promotion, (3) change to lower grade, 
(4) protetional appointment, and (5) disciplinary action. The 

term "atep increase" will be used for ungraded positions in 
lieu of "periodic pay increase" for classified positions, — 


(1) An employee transferring from a classified position 
to an wmegraded position will do so without logs in 6 
‘unless his classified Salary was above the top step of the 
_ ungraded job to which he is being assigned, | 


, (2) An ungraded. employee who receives a conduct and 
efficiency report of Satisfactory or higher will receive | 
a step increase after the first six months of ungraded | 


eee. ee 
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- service and annually thereafter until the top step has 

been reached, The salary for employees transferring | 
between graded and ungraded positions. will be determined 
after considering the waiting period elapsed and whether 
or not an equivalent increase is involved. . 


(3) An employee in an ungraded position wi] have 


an opportunity to earn step increases as a result of neri~ 
torlous service end superior accomplishments. 


15. Saxwer Manacenent 
a. The career menagenient program of the Agency is destened 


- to provide from within: 


(1) A source of well qualified ‘individuals to fill 
vanancies as they occur. 


(2) A system whereby individuals may 7 quality and be 
promoted to more responsible positions through ee and » 
development within the Agency, 


be It is Agency policy that vacancies will be filled by 
the best qualified employee available within the Agency. ‘The 
basic considerations for promotion will be proven ability and 
merit. 


16. Persone] Status Reports — 


a. Assistant Directors and stare Chiefs: shall submit to 
the Personnel Division a Personnel Information Report (Form No. 
36) with copy to TS Staff when an employee: | 


(1) Changes his naxie, home jor office © aaiess, or hone 
or office telephone number. . 


. (2) Is separated from the Agency by Sanstes, nat ects 
tion, or enters the military service from civilian emp loy~ 
mente . 


be In addition to the above a Personnel Status Geert: (Form 
No. 387) shall be submitted following any change in an employee's 
marital status. The original of the form will be routed to the | 
Personnel Division and a copy to the Chief, I&S Staff, ee 


17. Termination and Final Clearance 


a. Each employee will obtain Slearance prior to final pay- 
ment, Clearance will be obtained on a Final Payment Clearance 
Sheet (Form No. 34-30) when an employee is being terminated, 

leaving for overseas duty, granted leave without pay for a 


| parses in excess of 60 calendar days, or being transferred to 


| @]2= 
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or from confidential fund status. 


be ‘The Personnel Division wil be notified by Personnel 

Action Request at least one week prior to the effective date 

of the request. Upon receipt of the Personnel Action Request — 
the Personnel Divisions will make necessary arrangements for | 
an exit interview and for final clearance, will. direct the 
employee to the Inspection and Security Staff for security 
clearance, and will then obtain the additional required clearance 
by telephone, obtain the employee's signature, and direct: ‘the 

- employee to deliver the form to the applicable payrooloffice,  ”. 
When: the employee is unavailable all action indicated will be 
taken except procurement of the employee's peu 


@e The Chief of a aon office wills 


(1) De=brief the employee and secure all identifice- 
tion or credentials issued by CIA, 


(2) On the Final Payment Clearance Sheet a, 
certification blocks "office to which assigned" and — 
"Security Branch", | 

- (3) Obtain spteyeets etgnature and potwanting address. 


(4) Forward the form to the Personnel Division through 
established channels. 


. 18, ‘These regulations will govern generally all personnel actions 
of this Agency, both overt and covert, and will be applied to the 


fullest possible extent in carrying out specific provisions of Config 
dential Funds Regulations covering covert personnel actions. 


R, H. HILLENKOETTER 
Rear Admiral, USN. 
Director of Central Intelligence 
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Office Memorandoe UNITED STAT Go 


TO: aa “<= % _ PATE: 7 June 1949 


_ The matter was discussed wi. th 


would avoid many unnecessary phone calls to the Security Office. 
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Deputy Executive 


FROM «william J. Kelly 
SUBJECT: 


Persomel Officer 


It has come to the attention of this office that various members 
of the administrative offices of some of our operating branches have been con= 
tacting Seourity directly, relative to the status of individuals who are in 
process. for their ae 


It has been our understanding that any dantuoke oath the Security 
Office relative to security clearances would be made through en authorized 
representative in this offices 


It hae also been the understanding of this office that such information 
would not be passed out to the administrative offices of the branches by Secur~ 
ity. In some cases of late, the operating brench has. received word of full cleae 
rance by phone prior to receipt of the written clearence in this office. Inasmuch 
as necessary procedure sometimes requires two or three days before the person 
actually enters on duty in the branch, the above mentionéd practice has resule 
ted in the administrative offices calling this office and questioning the BOray 
in arrival of wie individual concerned. 


To aveta both the unnecessary fre calls to this office and to the. 


‘Seourity Office, it is requested that a policy: statement on this matter be 


published for thejedification\of the administrative offices as well as the 


‘Security Office, The establishment of this practice will also preclude the 


possibility of an unauthorized individual working on classified assignmontse 
of I&S, who indicated that he knew. of. 
no written authority by which he could refuse to give this information direct= 
ly to the branches, However, he felt that it would be definitely advantageous 
to handle such business only through the Personnel Office since this procedure 


was advised that steps would be taken to clarify the situation, 
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To: Chief, WS Start 
sees Personnel Director 
From: Executive 


= _ Subjects Personnel Séoursty Closrance 
25X1A 
7 ‘Reference: . Administrative Instruction fll 


le Polteies covering: intra-agency parsonnel transfers require 4 
coordination butwaen the Tks Start and the Personnel Mivisiong in 
_ Gonneation with security considerations and requirements. — 


26 ra io reques bud that you arrange » through the Chiefs of the 
Admintetrative and cpecial Support Staffs 3 for tha pranaration of i] 
written agreement coverdne: 


& Specific categorius of trangf sr. actions, under policies | 
referred to above, which will require clearance from the Iss 
‘“Staif tor to effecting actual trancfer of in ivi durls con ns 
Curned. . pas . . 


be The amtergice of rood tudemnt in deterg ning whathe 
IkS Staff pricr clwaranc: te essontlal in comection with ae . 
individual tranater action not spactfically covares | bot Mayh | 
ROVE s ‘a 


de A cony of the szgreenont arrivod at is desire? by tho 
Executive. | 


POR THE DIRECTOR OF cENIRAL INTEDLIGENGEs: 


-) 25X1A 


Captain, poy 
Bxecutive 


Copies to: 

| Chief, Adminia. Staff : 
L Chief, Special Support staff _ 
fend a aes Officer —————~ 
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io : | | 
Gaye el ATM . . 
Personnel pixeotor | 6 December 2: 
Chief, Inspection and Security Steff | ae 
p . Executive ; 
25X1A. | ‘ 
ee Administrative Zootruotton | ae oe 
25X1A Sone Ps ie. 
a 1. Parographs 12 and l3e of Administrative Instruction No. | a? 
= been approved as follows: -_ . 
"12. IntrenAgenoy Tranefor Policy — | : es 
A Personnel Action hequest for intra-agency transfer a7 
will be prepared by the office to whieh the employee is 
being tranaferred., The Personnel Division will coordinate 
with the I&3- Staff where appropriate. 
"136 (3) AC. 
Be 
1 Q5X1A <.- 


Separations and intraeagency transfers shall be 
reported to the Personnel Division on Personnel Action 
Request in triplicate, initiated by the appropriate 
office, The Personnel Division will coordinate with the 
I&5 Staff where appropriate.” 

2e 


It ia desired that your offices coordinate to assure that 
proper clearance is pe quer tee: and furnished in all cases requiring 
such actions | 


FOR THE DIRECTOR OF ONNTHAL INTSLLIGENC 


ae : ar 


. node 7 
te aad ie ad 
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meen CONFIDENTIAL ate: 
—_ Office Memorandum * UNITED STATES GOVERNMENT 


10: Management officer ie DATE: 29 Novenber 1949 4 

25X14 prom =: Acting Budget Officer | | a a 

SUBJECT: | Attached Draft of Administrative Instruction Ii Entitled, gore Rey 2 7 
eye "Personnel Policies and Procedures", dated 18 aaa 199, a 


1. After careful review the sibsoet draft is returned with . 
but one recommendation, viz, that provision be made to require , 
documenting of details of perso vet from one T/0 location to 
another, : 


2. The Budget stare ¢ controls personal services funds and 
prepares financial requirements to be included within the agency 
budget request for this object on the basis of issued Tables of 
_ Organization. To assure validity and accuracy of such control a / 
and presentation, records are maintained of the manner in which a 
various position slots within issued Tables of Organization are | ee St 
being utilized, Recent review by analysts with Administrative an 
Officers of actual position occupancy has reflected many instances 
_in which the actual position occupancy was at considerable 
variance with the issued Table of Organization. It would appear 
that unless details of personnel are properly documented the 
advantage of the T/0 procedure as a control of personal services 
_ expense can be seriously affected, 


he 2 3. Accordingly, it is resdimsnded that the Sa seek Instruc- 
ek | tion require that details of personnel for periods of over five 
ar (5) working days to activities other than appropriate to the 
. T/0 position slots to which they are charged be documented by 
the origination of a personnel action and that such details be 
limited to 90 days. Appropriate personnel officers may be given. 
the authority to issue extensions upon the basis of justification 
as submitted by the poet ne unit. : 


s 


|25X1A 


Attachment 


; : ; ; ‘th 
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GUNFIRE th 
CENTRAL INTELLICZNCE AGENGY ae HP ale BS OE of fPF 
Washington, D.C. é i re 
ADMINIS’ > IHS" | 
abut ISTRATIVE ING ‘TANG TTOK | | -:18 November 2949 


He SUBJECT: Persone] Poltotes and ee 


dated 17 August 1948, 
trative Instruction dated 25 March 1027” 
Adninistrative Instruction dated 12. Auguat 19. 


REFERENCES General Order FE) (Revised), dated 5 cotober 19496 


RESCISS IONS Adndinistrative Instruction. 


1. Generel, Policy — -_ 
he Authority 1s delegated by approved statononts of 
euigticnal regnineibilities, separate specific delegations, 
and this Inetrection to Soly the Agonoy offiedals Listed 
below -to aet on personnel actions (appointment, employ: ~ 
mint, clangification and reclansifieation af positions, | 
pronotion, denotion, tranefer, end separation of individuals) — 
for the Director: 
- Exemtive 
Deputy Exeoutive 
Persommel Diroctor 
Chief, Administrative Stare 
Chief, Personnel Division, Adninistrative Steff . 
Chiat, Special Support Stat 
| Chief, Employees Division, Special Support State 
DostenanO Gibcbittinead of the above listed ofttoiels, 


GeIOSE L Ot AE 
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be O€fLolale and employees not, Listed above are 
prohibited from dtaqusaing pereonne notions with 
individunls to whom suoh actions will apply, without the. 
prior Imowledge and approve af the appropriate official 
tated above, Sueh approval will in no caso inolude authors 
Swetion to make commitments of any nature for sctuel onploye 
‘nent op slery lnvel. V4olation af thie poltey may result 
fn the demadiate diamtscal of the individual. guilty of the 
| violation, | 


ao OMfSclaia ond employees at this Agonoy, Including 

these Listed din paragraph la ‘ebave: are prohibited from | 

Ascussing exploment ponsibllities with any employes of 

any othor governnent, aganoy or employees of the Congress 

without the presentation af a written release for ouch 

discussion fren the onploying agency of the individual 

concemed. | | 7 

| be The polley stated in Moraine aa above will alao— 
apply: to inbrasagensy transfers tetween Offices and 

Staff Sections, ewept tn connestion with the application : 

@ Ageney career management, polieies by authorized affioiais 

Ueted in paragraph la above, i 

Be Xt te esposted that other goverment agenctes wii 
observe a readnnerad: nonepromay ting poliey in dealing with 

GIA employees, ‘Such ecployees who obtain enplaynent with — 

other governnent Goel wa udithout obtaining prior rolesse 
may ‘be required to reaign in order to accept such explepmente, : 

. oon ie 


PEER 
ww st 


EF ao! 
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& the jurtadistion of each of the Porsomel Staffs 
of CIA ts def inod an published oteteronta of functional | 
responsibility, In order to evotd ‘duplication of Inotruce | 


plone the term "Pergonnel Divtsdtonst ag riaed horein wilZ v e r ves an 


pertein to each of tho following aotivihde 's to the extent 
of its published {unetions, unless otherwise diatcd: . 
| Personnel Division, sdminietrabive: ater 
“eployecs Division, Special, Support Staff 
‘De tac personnel are thoae Andividusle detesied for 
duty with OLA from the State Department oy the Department 


of ‘Defenoe. | | 
&. Departmontel Services Ineludos ali positions in a 
headquarters ox central office af the Agenay. | 


25X1A 


os wAons) Tnoutme £21 inquires, either wittten or — 
verbal, fron arom at tho Congress received ty any individual | 
ae activity of thts Agency utl2 be inmedintely referred to the 
General Counsel for notion and preparations of reply, the 
Conorel Counse2 is responsible for ade: nate coordination in 
each oase ede ae sep of ray Tyre 
rile DOREIGE Be 
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f oh nr en rene yay 


4 
iy id BYE badawad a avid 


the peltey guidance of the Porsonnel Director and the direct 
: supervision of the Chtete af the Adniniatrative and Spocte — 
Support Staff's, the Personnel Divisions are vesponaible fors 
| a. Procurement, placcnont, proddssing, appointment, 
‘promotion, denoidun, withinegrads advaiess, SusyORy long 
and termination of individual employeon. 
De Agedeobing the Personnel Director to oa tablian qualiti= 
oasion atuxdards Lor all peaitions, 
Ge Resoumonding position elasaifieation for all pogd tions 
G0 the Fergonnel Twad ter. . | 
ad, dssisting the Parvonnel, Dlreotor bo astablish salary 
adnintstration, otf icLonoy wate and caxoor nanegenan’ 
| prograns, and for carrying out such prigrens vhon ostablished. 
@ Meintalning a ourrent record of ma shorivad vooanoies 
and approved procurenant requests against such VACBIOLES » 
Le Establishing percennel proaircuant priorities, 
6+ Haintelaing aonbizmal Gen tagts with potential ibiogs 
procurement sources. | | 
he Exodusive Uiaison with the 188 Staff relative to 
persennol aeourlty cleake and clearances. ALL requests for 
Anitéation af and informasion relative to status of personnel | 
peourt; ty ehooks and clearance me ba channeled thraugd the 
i Personnel Divisions. 
| de. Ratabisenog Sérabkinid 28ctning programa within 
spelt toally axthorized = Aine | 


| ie | 
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‘A FIDENTIAL 


BV ae 


. Eetablishing aud raintaining retention regiatere | 


for redugtion-inelorce proneduraas — 


ke Reviewing and acting on a1 Gisoiplinary actions 
‘vhioh axe signed and presented by Assistant Directors and 
Staff Chiofs. | | 

1s (2) Taking final action on sipeccauall actions 

involving gredes G12 and below, exoept when there 

— unresolved disagreenents with Assistant Dipeators » 

of Steff Chiefs concerned. . 

(2) Recormending through the Personnel Director 
te the Exeautive action on personel anttons sigh 
grades GS-13 and above. 

(3) Referring ali. personnel aotions oun: the 

. Personnel Director to the Excoutive vhere there is 
unresolved disagreement with the Assistant Director 
or Staff Chief concerned. 


6. MaxAt ad cualiSioatlona of Indtvdsuals 


a ‘he basis for oll pereomnel astions in the Sgenoy 
Will. be individual qualifications and relative merits — 
Personal. considerations, family relationships, favorLtiony 
ani external pressures or considerations will not be 
pernitted to influence such actions, Aseiatent Directors, 


‘Steff Chiefs and ensh of the officials Listed in paragraph 7 


1 above are pereonelly charged with insuring thet this 


Ly IS 2 


- poldey Ss effoctivelpiaaiasued Biemeghout the Agency. 


gabe ORES 


mR ee #4 
> & oe a 2 ‘ i 
wei Eey TAL 
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| Director or Staff Chief concerned. 
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De | Determination of roletive merit and qualifications 
will be based on demonstrated ability, personal industry, 


integrity» loyalty, length af service, general. efficiency, 


and backgromd of experience and education, in comparison 


wih: other employees in oimiler flelde and grades. 


Ge Supervisory personnel at all levels must become 


throughly feniliar with personnel under their jurledietion 


policy. 


oe Aasiutant Directors and Steff Chiefs ara responsible | 


| for the ini tation of Soneansal actions on individuals under 


thedy juriadiotion and for the routing of such actions to 


| the sppropriate Personnel Division. They may designate 


such Individuale within their organizations es may be 
considered desirable to odgn and forward such BetLGHGe 
The names of individuals go designated, end any changes 
dn such asim déions, will be cormmicated fa weibing | 
to the appropriate Personnel Divisions 

de Each personnel action requiring action by the | 
Executive will be gigned personally by the daciatent 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


wis 
. he” 
to inaure he just and objestive atl a ” of this «0 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


ds@luding poasiiion Slasaifice tion, appointnent, promotion, 
|. tds, AB carried ont within the Agency without Civil Service 
| Commisaton review, | | | 

be However, the Director hes signed a written agreenent 
with the Civil Service Conmmtanion © adhere str rhe tly to the. 
provisions of the Classiion sion det dn admivistering the 
Ayonay personnel Prograite The Civil Sorviae Conmad.er sion 
also has agreed tc provide advice and guidance uhenever 
RaLLod upon to do sa. 

GS The supervisory and 2ovieu fonetdons pr aviously 
axwrcised by the Civil Service Commteaion have. bean 
dealegat wud 60 bhe Personuel Director an’ hig Steff for all 
Ageney personnel matters, regaritless of of their socurity 
cinselfleation. | 
Ge planet otes and: . 

Be Positions are filled by direct ‘reorul tmon$ rather 
than by cerbil Leation fron, the Civi2 Service Comission. | 
However, poaltions are filled an accordance with eae 
Civil Service procedure, : | : | 
| be The following poliay is established for effeoting 
eppoininents to £422 vacant positions: | 
an (GQ) 4n individual vitnout prior Covermpent oervice 

will be carried ina ae period status for it pease 

a EHS ¥OATY D0 
(2) dn individual with prier 00 Weennent: acrvice 
“hs ‘ties seinved under. war sorvies or enoopted sppointnentes 
Will be required te serve the ffrot atx months in @ 
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ERNE ne! NTIML 
(3) An Andividuel vith Givi Service status vill 
; be appointod by transi om or sretnatabanend without ay 
tdine imdtation or trial pordods es | 
0 During the trial perdod an employos wil receive 
the special attontion ond Snetrumtden romvuired to acquaint - 
kin with bis duties and te dovalop his ability to verform 7 
nts work in the cost satisfactory manner. After a Lair | 
en@ full trial period an employee will be terminated 1 » te - 
his services do not moat Agoney standards. An exployee a ne | 
vet voberacot proference or Civil Service stems will 
be accorded eli raghia and ork vilegen granted hin under 
the Yetorans Profference Act of 1944, 28 anendec, and 
Civil Services rules and roguiatlonte (These privileges g 
are mibject to special final au thorlts granted io the — | 
Director by the National Seourdty dot of 19/7.) | 
a. the following procecures. are estuhlished for : *, 2" 
processing individuals for employment within ClAs | oa - | 
(1) Assistant Directors and Staff Chiefs shall 
ansnit a Reorultnent Request (Form Noe 378) in 
the origizvel and three soples to the Personnel 
Division ap a requisition te finn an authorized 
vaca Se A Personnel Astion Request (Form Noe 33 
or 3%=1) in quadruplicate hall be forwarded te tha — 
| ners om , 2 Dh vinden = a requisition for actual olay 
meant of an individual. Tn onder vt initiate seourdty — 
“ eleatabitel i) PeiGémoel Action Request zey be. subatbted 
against a position currently £itled, providing the 
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a PDER Ty 


office | concerned intorma. the. Personne! Division on the 


form af the approximate date that the prosent dneunbent 
wilt vaeste the position. | 

(2) an Application for Federal £: ploynont (standard 
Forn 57) and @ Pertonal story Statement (Form Ho. 38-2) 


will be obtained by the Personnel Division and forwarded 


with a Referral Sheet (Form Ho. 3%) to the appropriate 


office. If the office ip interested, 1t wilh indscate the 


position to which the individual will be assigned, 
| (a) Final selection or rejection af applicants 
for ponitions above eriade OSes or equivalent shall 
rect with the appropriate Assiatent Director ar | 
Staff Chist. However, the Personnel Ghiefe may 
sefer to the Executive rejection cases: whieh hey 
believe are not varranted. | 
&) Fanal authority for the oeiection and 


sasignnent of sn cuplovea in grade GSe5 or oquivalen 
and below, ahall reat with. the Chiefs, Persomel 
Divisions. 

| (e) All assignments are subject to the security 
approval. of the Tnapestion and Security Staff. 

(3) Upon the receipt of a Personnel Ation Request 
tho Persomel Divioton vill mko an offer of eeplayment | 
09.8 individual somperned (acbject to satinfuctery — 
security Recreiee ae upon indioated acceptance sora 

tnittato sctdea 6 security Clearance, 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


(4) The Personnel Division will notify the offices — 
concerned of the failure of an individual to receive 
semurity clearance and will tako appropriate action 
to inform the individual of hig rejection. | 
(5) The Eeooutdve or the Personnel Chiefa will 

“eontast eneh individual (including detailed IAC a | | 

persomel) rolabive to entrance on duty. 4n individual oo ! 
aseigned to a porscnnel pool will be instructed to | | | 
report to duty by the Persomel Division, following 
security clearance. Teoh tndividual (inclnding — 
detatled IAC per rsonnel) reporting for duty wiil | 

present bo tha appropriate Assistant Direator ar 
‘Staff Chief a writ wen notice from the Parsonnel 
Divinion steting that he haz been fully cleared and 
assigned for duty. A comy of this notice will be furnished 
the Inspection and Security Staff by the Personnel — : | 
. Division. In extraordinary clrounstances the Executive 
nay give verbal authorigation for entrance on duby | 

after assuring hinself that all required procesaing — 

has been completed. Ho individual will bo senepted . 
- for duty unless one af the sbove provisions has bean 

mite 

(6) Status of seourity clearence of proapective : 

expleypga itis; ba,ebieiggd fron tbe Taspootion and 

| Security Stat? only by the Persounel Divisions 7 
| BADGE L CERICE ) 
Qe 


REBT Ay 


Ve 
be nat & 
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a. An employee nay be promoted to » higher grade mubject 


(2) Existence of ¢ suitable vacanoy, | 
(2) Complete qualificetiona of the individual 
for tho vacancy, 
(3) Completion af 90 day dota? pertod to position 
Gln, o” above, Taguh ent of positions Lower 
then Cie’? one t have eosumed the duties. of the position 
to which they ave being pronoted, Prior to the tins | i | 
ot detatl they must moet testing reculramants and GE 7 
cuslifteation otendards for the redomended position, | | | | 
No employee shall be detailed to a nostizon alleeated | 
higher then ona grade above tho position which he 
currently cocupledy Thene stipulations do not constitute 
8 barrior to promotion of Bu tndividnel whose position 
has bean reclepoified to “8 higher gende, 
4) Submisston of a Personne? Agtion Requost te 
the Personnel Division indicating the oxaet posit don 
onl the date the employee Js detadied tn onder that 
he may reeelye credit for the dotait period, The 


a rr cans 


5 
i 5, Grtdence, at f ete totmey retine on follouss 
aa: equivalent, enxd below + Good or batter for 
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r wey >» ies 
— GORFIDERTIN, 

(Seah through Gel or equivalent ~ Very Good or 

ycollent for pix months proceeding promotion 

OSel4 and above « Excellent for one year precoding 

promotion | | 
‘be Promotions are limtted to one grade exept in cageo 

“an 
Adank rarnleatd! 


hare no intermdinte grades fave Toon actondaed 

Gc After considering all tho factors indicated above: the 
recommending and approving authorities will use the following 
weele e8 a guide in determining appropriate time Jn grade for 
promotion purposess 


“ >“ . 3 Po pe 
Bog | io 00 


@) oR 


| 
E 
ET | 


Debs if A os 2 F 
HES HOA St buy i QQ 


he oe aya 
bef he Db BSc oy bee 
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LLEGIB” 


ILLEGIB 


deseripticn mut includes 
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de Agointant Directors ond Staff Chiefs shall forvard — 


, to the Personnel Division a , Porsonmel. Aation: Request containing 
| ecffiotent information to. indicate compliance with the policies 
defined in paragraph & ghove. 


B A request fron & field station for a promotion mst 


. ‘be accompanied by a Position Description (Standard Form 75) 


prepared ty the exployes » which outiines the duties and 
responsibilities being performed, together with remarks — 
and certification of the innediate superior. In the cane 

of a pronesed position in the field servics the descriptien 
will be prepared by the individual whe is xost familiar with 


the dubies and responsibilities to be performed. The 


ft pa 
(1) Pactual desoription of the vork ae ees 
(2) A statement of degree of difficulty and responei~ 
bLllity inherent in the position. | | 
(3) “Anjeaeount of the natwe and extent of supervision, 
independent judgment ard gosisions cxorcised by the - snccaimnt? 


£. Upon reooint of a request for a promotion in the 


i. departnontal service the Personnel Division will audit the 
‘posdition involved in order te deter: ine the level. of atrrioulty, 
-yeaponsibility, and grade at which the Andividuel 4s perform 


ang to ascertain seeing showld receive a promotion, — 
eo a classified position will be 
a ON 3 bit} 1 20 


etvancod to the next higier otep ithin bis grede, providing 
oY wee ls : 
that. he nas fovea) ‘epatls)of service without an equivalent 
Sevew ty Eghd weeks 
ineresne in pay for grades OS=10 and below or tehtent 
Od Afaditorrtgh YO-29- WP - peta fr; 


service for igen wire and abovee In addition the 
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employes must have a ourzent efficiency rabing of Good or 
“better and a satisfactory conduct raport. 
1. Jntansdesnor Imnater Policy 
Oe A Forsonnel Action Requént Yor intraeagenoy transfor 
will. be prepared by the affice to which the employes 4a | 
being traniferred, | | 3 a oe | 


a It shall bo the responsibility of the reoelving offics 
te initiate a completed Parsonnel Agtion Request on all TAC. 
pergonnol (including citation of the allocated position). 

be The Personnel DAvision wid intéiate a recuent for 
security clearance. | | | : | A 

Ge Upon receipt of security clearance the individual will 
be called to duty by the Personnel Division and will be ansiqned 

to the requesting offioe. | 

d. IAC personnel vill not be alloved to work in restricted 
buildings wmitii they ars given a statemnt ca the Personnel 
Divisdon certifying that al) provisions for ase tennant have 
teen mete | 

Se ace and «asin tranafors shell be reported 
to the Personnel Division on Persounsl. Action Hequest dn traplie~ 

_ ente, initiated by the appropriate office, | 


ot the Agony [atta a vegular are duty compensated ena 
per annum bapa will be peta'4h ‘aocordance with the folloving pelteys 
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(2) Entrance on Duty Salary 


rH dbp Choy dy, 
‘ * t “« @ 


=? : 
(a) Dee aereiseante WiLL be. nude at pee the bs Me bose, be sunnah, 


od WARE Fup rO¥e 


salary of the grade. * [Ktrenaters, presottona, aenotion0, 
cater tose and reinstatemonte age not new appoint= 
ments within the neaning of the requirement.) / a 
(b). Employoes appointed by tranafer, reinstates 
mont. or reearmloynent to a posd.tion of the sane grade 
| WALL be permitted to retain, herioite Pas snoreases) 
| ia ea reooived. 
h C (e} Roployees appointed by transfer, petnetinton 
| i n “ment, or rewonploynout to a position in a lower grade 
3 Sls than Jast held will receive salaries fixed to allow 


Ver a creck steward Withinegrade promotions for all norvice 
ee pibeeeiete as de | 
| a (a) Shen an employee is promoted to a higher grade 
| é _ position, he mat be compensated at tha base of the 
oe ae _ grade if the entrance salary exeeeds any he has previously 
we 2 earned in the Federal Service. 


(b) [men] en employee who has previ ously received 
@ change to a lover grede, 46 propoted, his salary will 
be fixed s0 as ebifaievjoreast toward withinegrade 
promotion for all jprevious service in the grede to which 


(3) 

UTIL) | Oing. ldbesmine peieey in cone ot wichaned to 
lower grade, the amployee:: may be given oredit for 

a servioe p 
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a sulk EPS Se or for ene in any higher grades, 
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Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


7 grade and dn any: vigher gradeo previously helds 
0) Emooptionar the poltoy outlined above 
a) nod epoly in he Sol lowing Sypes of ocasens 
| Ze Puployess whe have earned merdtorious 
‘pay tacreance, An exysloyos who hae bean given 
& Withinegrede pay inoronce beounee of eupeotally 
serkterieas servion or as ¢ reward for superior 
eran lishment wiI3 be pornéttod at the Sime he 
43 daapted to retain one gtop for each auch | 
advancement, | | | *, 
7 ge Exley iho change te dowsr grodes 
te sooept probattcanl Spacintaws, If che chango — 
| tO 2 lower grade 2a doe te apiogeeta desire to 
sceapt probationgl eppeinbants he wild be 
Acme Ges ah bhe at tep in the lower grade waibh 
4a nesreet Gort nob dn exegau af} the present | 
Salary fn the higher grade. 
Be Reployeos xto were changed ke lewor 
greton for Usvinlinery masunte If the employee 
18 changed te @ lover grade for isaiplinary resacoa, 
hia ealery rate will bo mob at the beae of the grade 
te witah he to deectet tn in ahoanon a epaotete 
provision to the contrary, 
| the, salary ee sehary Fi falter pew R rf new in eieot for olasstfied coplayens 
lag Gena vee ungraded with reapect ton (1) extranee en 
‘asty, (2) eater: ‘Gk thangs to lowe crate, (a) ‘Probational 


PEG bree tee 
ER gt oh, 
MEGLIE EE: 
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we daieaak by ad (5) dtoaenl baie’ pathone | ho tor: "step 
increase" U&1 bo wed Lor unzendid posdhtdous to as at 
“porlodiie pay tnoreana" for oleseiftod poaitdiona, 
a) An employee tr astorring from a slassifted popdtion | | 
an ungraded postion wii dG g6 without Joss tn oalary 
mess his CasetL iad Balas WES above bh “op abep of 
the wugraded Jeb to vbvioh h@ i At Ooh aasdoned, | 
(2) an: MMe! Eployes Who moeivas a; vonduot and 
| ats seloney Papert of Sabintacton; oor higher wilt roceive 
a atep Inemuse after ties Sirat siz sonths of Suggrencient 
sarrion ‘Baud annals thant be tar utd hej boy stoo hes Seen 
saachode Te salary for 0 enyLoreety Seansfer 1g Seton 
cuits amd wniemaded paid tLone wR ber des wimaingd efter 
Adoring phe: wadbdoy parted mae anil whathes ar not = | 
QU Ge! valent Smart isinvolved. | ¥2 
(3) dn Ong Lopes dn at weeded a Roe! wit have 
wm cppertuatty ge osrh ghey loornasis ac a result of a. 


feu sereiog and superd OF acscnpliohwen te. 


ea the careor anagram progran: oe the goney af deotgned 
| to provide Praw withing 


| (Q) A couee o¢ wall qualffted individeals o Pare 
- Wie Led ae 3 nt thoy Oo, 


ad A peter bpnby guitviceats r y qunlity and he 


a | : _-Bronobed te RIND responettite pesdatone throat training and 


ae é | | development i Hitt thd Hema. 
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CONFIDENT!" 


De It de Agonay ers that’ snonnetos will bo filled 


by the best : udifted Om Loren? avaliable within the Agontye 
: the mae considerations for Sai wid be proven abeltty 


Re ‘apetoua: % Dircotoersa tux Shalt Chiefe ahell grim’ b w 


- the ‘Pedéerned Diviedon a Personnel Information (orn Tere 


Seb) uben | omplopwer. 
(1} Changes his namo, howe or office addruns, oF 
hone oF onttos telephone SWS 


(2) Is soprrased fren the hgenay by teanster » resignation, 
ay sntere the militar service fron edvilion srmloymonte 


> In addition io the hove & fervent Staten tenart (Tors 


No. 37) ra ke aubadtbed following & may change in an 
erm Loved ty port tal otatuce tthe original, of of the fori wih | 


bo routed to the Personnel Division and m oon $0 the cdot, 


Inepeotion md Seaurlty 


me tach enployes wilh obtain glearancs prior to. M4nal 
ee Slosrance will ba absained on & Pinal Payment Clearance 
Sheet (Form io, 24030) when an employee ip being yommmabeds 
leaving for ovornens duty granted leave without pay & 
period in omens of &0 oalendar dava, or weing trenaforred 


to or fros: on mavouchered fund UTA. 
- is) : 1 
b. The personnal Piviakon ate be notitted oy penrcoacl 


|  Rabion Reqnont «t Gear: ene eat prior te the effootive date 
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of the request. Upon reeoint cf the Personnel Action Request 
the Pars nel) i : 0 neoosaor” arrangements for an exit intere 
view wut Lor Cinal clearness, wll] direct the employee to the 
Inspeotion and Seourlty Steff for seourlty clearance, and will 
thea obtniz the add! tional recdned clearance ty telephone, 
obtain the employee's eignature, aa! direct the anlage | 
to deliver the form to the applicable payro&l office, then 
the employes ig wmavelloble all xetion indlasted will be 
taken exeept procuremm’ af the employech signature. 

ce the Chief of a field off{ee wis ~ 

(1) Dewhrief the enployee, 

(2) G the Pinel Paynent Clearance Sheet suneiets 
aertiLication blooke “effiea to which assigned” and 
“Seourlivy Branch", 

(3) Obtain exmioyse's signature and forvarding 
acllreee » | | 

(4) Forverd the form to the Pergonnel Division 
through established ohamels. | 

l7-e ‘These rogulattions will. govern generally all personnel 


estions of this Agency, beth overt ond covert, and will be 


applied te the fullest possible extent in carrying out specific 


provieions of Confidential Funds Reguletions covering covers 


personnel actions. 


KO HOA Si bw as 20s Rs RILINWKONTIER 

3 Rear Admiral, UF 

i a, Director of Central Intelligence 
BilnGs | QkEICE - a ee 


‘DISTNIDUTION a, 
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PERGONNEL DIREOTUR 


(GHIEP, OPEOLAL SUPPORT STAFF eee ATE, 


"= Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


XI de (not) concur 


T do (nob) sonour 


CHIRY, ADMINISTRATIVE STArY DATE 
I do (not) conour 


CHYEE, PRASONNEL, S83 | DATE 
T do (not) conor _ 


CHIEF, PARSONNE., ADMIN. Scar? = 


I do (nok) conenr' 


I de (not) conaur | 


9 HOA SI bh IS Be 


BANGEL OkRICE 
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ance see ings nent ae marae a hate te 8 ee ES 


sosditt ta illte mean etc Soins seca oe ae een 

rr 
te sehen Salt IP te ty eae a ie sas Des fit we Behl Pas are hale OSes Bie Pte ned te 
2 a eee ne SP ie oes en OER Dera ee seen ater egos pa a 
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i ane & 
yes 
‘t 
| | ; 
i vf nce een nt Oe A A LC I I : 
Pets acsiaeiens ee ok ee 
a 
i 
dhe ii ahs 8 aie ore A St eR 
j 
eet tenet on ts i 


eel ee eee serine mee meme eter nets ane tee. ~ a cree et eta te tem © erent caesar aaa st NAY 
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seen seeenaek peer ny meee —— 
ome eatin 


sie agen ne enone anette ASI Taare A MNO em A EN A = ene sateen ie re We tec oy at Weta aed a ec a 
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| 
ae CONFIDENTIA : 
CENTRAL INTELLIGENCE AGENOY 
Washington, D.C, 
i ue | ara aN INSTRUC Fron 18 November 1949 | 
ae  SuBgECT: Personnel Policies and Procedures | a | 
- oe RESCISSIONSs Adnindetrative Inatruction ated 17 august 1948 | 
nf ees 4, idaiedstresive ete dated anges 
| 25xX1A 7 REFERENCES General Order Rev ! | — | 
| Gene er BR 22252), dated 5 October 1949, 
1. Conor} Policy | | 
J | is &e Authority 4a delegated by approved statements of 
| fumetional responsibilities, seperate specific delegations, 
and this Instruction to only the Agency officials listed 
= | below to. act on persennel actions (eppointsent, employ: + 
| 3 | ‘ment, classification and reclassification of positions, 
promotion, demotion, transfer, and peparation of individuals) 
for the Directors | | 
Executive 
| Deputy Executive | 
Chief, Administrative Staff 
| Chief, Personnel Division, Adahiastoative state 
“t Chief, Employees Division, Special Support Starr 
oo , _ Designated subordinates of the above listed offttals, 
\ 
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be Offiolals and enployees not listed above are prohibited from 
discussing personnel actions with individuals to whom euch actions 


_ will apply, without the prior knowledge and approval of the appropriate 
(official: listed above. Suchapproval will in ne oase include euthorigation 


to make commitments of eny nature for actual employment or salary bevels 
Violation of this policy may result in the immediate dismissal of the 


_ Aindividual guilty of the violation, 


Ce No appointment in or promotion to grades G8-16 end above will 

be made without the prior personal approval of the Director, 
2. Proselyting | | | 

& Officials and employees of this Agenoy, including those listed 
in paragraph la above, are prohibited from disoussing employment 
possibilities with any Civilian employee of any other eE0vernment ageney, 
employees of the Congress, or members of the armed forces without the 
presentation of a letter of availability for such discussion from the 
employing agency of the individual concerned, 

be the policy stated in paragraph Za above will also apply te 
tntracageney transfers between Offices and Staff Seotions, except in 
Connection ‘with the epplication of Agency career management policies by 
authorised. officials listed in paragraph la above, 

Co It 4s expected that other government agencies will observe a 
Feoiprocal noneproselyting policy in dealing with CIA employers. Such 
employees who obtain employment with other government agencies without 


| obtaining prior release may be required to ryeten in order to acoept 
> such eee 


we 
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| o . ol | be CONFIDENTIN 


Je Definitions , | | 
Be the Jurisdiction of each of the Personnel Staffs 
of CIA ie definod in published otatements of functional 
responsibility. In order to avoid duplication of Inotruos 
tions the term "Personiel Divisicns" as He erein will 
pertain to each of the following activitdios to the extent 
of 1ts published fimotions, unless otherwiee atateds. 
Personnel Division, Administrative Stare 
Employees Division, Special Support Staff 
1» De IAC pergonnel are those individuals detailed for 
auty with CIA from the State Department or the Department 
of Defense, | 


Ce Departmental Service inoludes all positions in the 
headquarters or central office af the Ageney. 


« Sauaronsiona) Tnouix6g Al] inquires, either widtten or 


| verbal, fron nenbere of the Congress received by any individual | 
or activity of this Agenoy will be inmediately referred to the _ 
Genoral Counsel for action and preparation ef reply. The 
General Counsel is responsible for ade:uate coordination in 

each case prior to preparation of reply. 
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the poliey guidance of the Personnel Direator end the direct 
aupervision of the Chiefs af the Administrative and Special 
Support Staffs, the Personne) Divisions, are responsible for: 
@ Procurement, placenont, processing, appointment, 
promotion, demotion, withinegrade aivances, suspeng Lon, 
and termination of individual onployeen. 
Ie Asaieting the Personnel Director to ceteblish cael 
cation standards for all positions. | 
Ce Recommonding position classification Lor: all ‘puaitiaga? 
to the Pergonnel Directors 
d. Assisting the Personnel Director to establish salary 
adninistration, effieLenay rating and carcer management 
progrens » and for carrying out such programs yhen ostablished, 
®. Maintaining 9 current record of’ suthorized vacancies 
and approved procurenent requests against such vacancies. 
f, establishing peroonned procurement priorities. 
@- Maintaining continual contacts with potential personnel : 
procurement sources, tba he ee bebe ster Oe ed | 
he Exclusive liaison wit the 1&8 StaftArelative to 
personnel ‘securl: by alecks and clearances, an requests for . 
initiation of and information relative to status of peracnnel. 
security checks and clearances will be channeled through the 
Personnel] Divisions, | ! | 
a Eatabliching persounel eintie programs vitihtn 
‘specifically authorized dinitations. 
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Chiefs and each of the officials listed in paragraph 1 above are personally 
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je Establishing and maintaining retention registers for reduct= 
ion=-in-force procedures. 
Ke Reviewing and acting on all disciplinary actions which are 
signed and presented by Assistant Direotors and Staff Chiefs. 
1. .(1) Taking final action on personnel actions involving 
grades ase12 and below, except when there are uieeadived disdgreements . 
with Assistant Directors or Staff Chiefs concerned. | 
(2) Recommending through the Personnel Disector to the 
Executive action on personnel actions involving grades GS-13 and above. 
(See paragraph le re actions involving erate GS-16 and above. The 
Executive will make recommendations to the Sipsator in each such case.) 
(3) Referring all personnel actions through the Personnel 
Director to the Executive where there is unresolved disagreement with 


the Assistent Director or Staff Chief concerned. 


6. Medical Standards 


Initial appointment or reassignment to all positions are subject to 
established medical standards, Inasmuch as the signing of a medical waiver 
by an individual does not relieve the government of its liability under the 
regulations of the Employees Compensation Conmission, no waivers of physical 
requirements will be grantede 
Te Werit and qualifications of Individuals 

a. The basis for all personnel actions in the Agency will be indive. 


idual qualifications and relative merit. Personal considerations, family 


| relationships, favoritism, end external pressures or considerations yes 


not be permitted to influence such actions. Assistant Directors, Staff 


charged with insuring that this policy is effectively exercised throughout 


_ the Agency mens ee ee 


Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 00010005-8 


~ Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


be Determination of relative merit and qualifications 
will be based “om demonstrated ability, personal industry, 
integrity, loyalty, length of service, general efficiency, 
and background of experience and education, in comparison 
wine va ane in similar flelde and grades. 
ce, Supervisory personnel at all levels mst become 
throughly femilsar with personnel under their Jurisdiction 
to insure the just and objective canntatsesits af this 
policy. 


a Agsistant Directors and Staff Chiefs are responsible 


ae the initiation of personne? actions on individuals under 
their Jurisdiction and fox ‘the noetine: of such actions to 
the appropriate Personnel Division, They may designate 
such individuals within their organizations as may be 
‘gonsidered desirable to sign and forvard ich actionae 

| The names of individuals so designated, and any changes 

: in such designitions, vill be conmmicated in writing 

fea Pe to the appropriate Persomel Division, 

: be Each personnel sation requiring aetion by the 

: Executive will be signed personally by the Assistant 


Director or eeett Chief concerned. 


a The Classification dat of 1949 oxenpte ‘the CIs 
| from its provisions. decent, Gir pees Prograp, 
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Joa 30! GONFIDENTIALS 
; | | dneluding position olasaifoation > appointnent, pronopon, | 
etc., is carried cut within the Agonoy u without Civil Service 


Commission reviews scan ae eee 
If wererer, A Director has signed ry wrt ven area 


with the Civil Service Comminsion to adhare strictly td the 
 provisiona of the Classification Aot in administering the 
- Agency personnel programe The Civil Service Comission 
also has agreed to provide advioe and guidance whenever | 
ealled upon to do so. | 
b)® - The supervisory and review functions previously 
exeroised by the Civil Service Comission have been 
delogatud to the Personnel Director and his Steff for all 
Ageney personnel mney Gera, regardless of thoir security 
| classification, | | one oo 


Qe Positions are filled by direct reorultment rather 


e - than by cerbification from the Civil Service ome ahaa Cli a 
— ILLEGIB 


ee = accordance wita established 
. Civil Service procedures , 

be The following policy is eptabliahed for * effecting 
et oon 7 “appointments to £121 vacant positions: | 
(2) an Andividual without prior Goverment service 
will be carried in a trial period stetus for the first 


| ' ae : | | ; * (2) 4n individual with prior Governnent service 
| : who has served under wear service or excepted eppointments 
| ‘WAIL bo required to omve the ftrot atx nontho tna 
trial period “i 


: fee oe F : , | : (Ure Tah 
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(3) An individual with Civil Service stetus will be 
“ | | appointed by transfor or reingtavanent without any time 
limitation or trial periode | 
Co During the trial period an employee will receive the 
special attention end instruction required to acquaint him with 
his duties and to develop his ability to perform his work in the 
most satisfactory manners After a fair and full trial period — 
an suploved will be terminated if his services do not mect 
Agency standards. An employee with veterans! preference or 
+ Civil Service status will be accorded all rights and privileges 
granted him under the Veterans# Preréeenes Act of 1944, as amended, 
and Civil Service rules and regulations. (These privileges are 
subject to special final authority granted tothe Director by the 
National Security Act of 1947.) {Under certain conditions, it is 
‘possible for amlavees to achieve permanent Civil Service status 
while serving in this apenas The Standard Civil Service peguic 
ations will be follgebd in each instance, after initial clearance 
has been received from ths Personnel Relations Branch, Persormel _ 
Divisions) | os 
de The follebing procedures are established for processing 
individuals for employment within CIA: | 
(1) ‘Assistant. Directors and Staff Chief's shall trensmit 
“4 haceultaent Reqeats in tie sri givied and three copies to the 
Persomel Division as tequisiticia to fill authorizod vacane=. 
eiees A Personnel Action Request in quadruplicate shall be 
: forwarded tothe Personnel Division as a requisition for actual 


: employment of an individual. In order to initiate security 


-. clearence 4 Personnel Action Requst may be submitted 


: _ against a position currently filled, providing the - 


MOET woe eenten ie reer ane 
: P 


mente ERM MORE ne bee at ee tate © se ‘ 
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office concerned inforns the Personnel Division on the form of 
the approximate date that the present inoumbent will vacate 
the positions | | | 
(2) An Application for np Loyment and a Personal History 
Statement with passport size photographs will be obtained by — 
the Personnel Divieion and forwarded with a Referral Sheet to 
the dpavoubiate offices (aster careful review, the file will be 
returned to the Personnel Office with request for personnel 
action ai reason for rejeotion,) 
| (a) Final selection or rejection of applicants for 
‘positions above grade GS-5 or eaneentons shall normally 
rest with the appropriate Assistant Director: oF Staff 
Chief, subject to qualifications review by the Personnel 
Division. The Personnel Chief's may refer to the Executive, 
‘chee the Personnel Director, acceptance or pa jeobion cases 
which they believe are not warranted. 
(b) Final authority for the selection and assignment 
of an employee in grade GS-5 or equivalent and below, — 
shall rest with the Chiefs, Personnel Divisions. | 
(c) All assignments are subject to the security approv- 
al of the Inspection ‘isa Security Staff. 
(3) Upon the receipt of a Pereomiel AGtion Request the Perse | 
| _onnel Division will ake an offer of employment ie the individual 
| concerned (subject to satisfactory security Sraavaniee) and upon 
indicated acceptance will initiate action for security clearance. 


=u 
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CONFIDENTIAL 
(4) The Personnel Division will notify the office — 

concerned of the fadlure of an individual to receive 
security clearance and will take appropriate action | £ 
to dxform the individual of his rejection. 
\° ©) IB Tio rorsonnet chtore vii 
contaat each individual (including detailed IAC 
personnel) rolative to entrance on duty, An individual 
assigned to a personnel pool will be inatrueted to 
report to duty by the Personnel Division, following 

security clearance. Fach individual (including 
detailed IAC personnel) reporting for duty will 
prasent to the appropriate Assistant Director or 
Staff Chief a written notice from the Personnel 
Division stating that ho ew been fully cleared and 
assigned for duty. A cony of this notice will be Suriehed 
tha Inspection and Security Staff by the Personnel : a 
Division. In extraondinary circumstances the Executive ov «L. 
Gece ke 

1 may give verbal eetielsatice for entrance on auty 
efter assuring P| that all required proceasing 
hag been econpleted.. Ho individual will be ‘gcoepted 
for duty umless one of the above provisions has been =k, | 


om 
mete 7 “ = ae 
\ Mia | 
| ye! 
exployees 0 
Security 
1 Ow 
GONE Te 
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a dn employee may be promoted to a higher grade subject 


(1) Existence of a suitable vacancy. 
(2) Complete qualifications of the individual 
for the vacancy. | 


(3) Completion of 90 day detail period to position 


GS=7, Oo” abovee Tneumbent $ .. of positions lower. 
than GS-7 rust have assumed the duties of the Spout ton | 


_ to which they are boing promoted, Prior to tho time 
of detail they must neet fcating requirements and 
qualification standards for the redommended position. 
No employee shall be detailed to a position allocated : 
higher than one grade above the position which he 
currently occupies, These stipulations do not constitute 
a harrier to promotion of an individual whose Pon 
has deen reclassified to to = higher grade. 
(4) Submission of a Personnel Action Request ta 
the Personne] Division indicating the exact positian 
and the date the employee is detatled in order that 
he may receive credit for the detail period. The 
| form must indloate the allocated position thet will 
| | | (5) Evidence of an efficiency rating as follouss 
oe (2) QSe4, equivalent, and below = Good or better for 
pie monthe proceding promotion — 
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Cf OHPIBER TIAL 


(8) . O85 Pere 0813 or pee fer ae Vey Good or 
‘Mycollent for six months preceding promotion 
(¢) GSe24, and above ~ Excellent for one year preceding — 
‘promotion | | | 
be Promotions are limited to one deeds oxBept in cases 
- where no intermediate grades have been recomined, 
| t After considering all the factors indicated above, the 
reconmonding and approving authorities will use the following 
‘table as 8 guide in determining appropriate tine in greie for 


promotion Pusbones: 


Gs Gi 2 
- rf a ea | 
2 2. 3 months 
3 2. 
4 
p 5 | 
5 6 6 months 
6 eee | ; 
mai A (8. | : 
: 93: 9 months : 
| 10 ora 
7 10. _ 12 months 
ae  « Wronthe 
| Pt  2heenths 
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_ dnerease in pay for grades GS=10 and below or 
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GONFIDEN T!" 


a. Ansistent Dircotors and Staff Chiefs shall forverd 


bree ee 


_ to the Personnel Division a Porsonnel Action Request containing 


sufficient information to indicate compliance with the policies 


defined An paragraph 6 above. 


Be A request from ea field station for a promotion mst 
bo accompanied by a Position Description ms 
prepared by the employee, which outlines the duties and 
responsibilities boing performed, togethor with remarks 
and certification of the inmediate supericr. In @he case 
of a proposed position in the field service the description 
will be prepared by the individual who is most familiar with 
‘the duties and responsibilities to be performed. The 


| Rescripbien mst includes 


(1) Factual deseription of the work being Setrommed. 
(2) A statement of degree of difficulty and responsi= 
bility inherent in the position. | 
(3) An account of the nature and extent of supervision, 
4ndependent judgment and decisions exorcised by the ineunbent. 
fe Upon reesipt of a request for a promotion in the 
Gepartnental service the Persounel Division will audit the 


: position involved in order to determine the level. of difficulty, 


responsibility, end grade at which the individual is perform 
ing to ascertain whether he showld receive a pronotlone 

re An employes oceupging a classified position will be 
eiivenced to the next higher step uithin his a providing 


aes he 
that he has at age ne of service without an valent. 


rtd Met 


service for grades GS=12 and above. Tn edattion the 
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‘employee must have a ourrent efficiency rabing of Good or 
‘better and a satisfactory conduat roport, 
1 a Jniicenkconay Trapafar Policy 
be A Personnel Action Request for ects transfor 
will ‘be prepared by the office to which the employee ia 
being transferred, 


12) Tay daaienment of LAC Por of gonne) 


a. It shall be the responsibility of the receiving office 
to initiate a completed Personnel Action Reeuest on all Lac 
‘persomol (inaluding éitation of the allocated position). 
be The Personnel. Diviaion will initiate a recuest for 
security clearance, 
G. Upon receipt of security clearance the individval will 
be called to duty by the Personnel Division and will te assigned | 
to the requesting office. | | 
d. IAC personnel will not be allowed to work in restricted 
‘buildings util they are given & statement by the Personnel 
Division certifying that all provisions for assignment have 
been mete | | y 03 | 
Be Separations and intraeagency tranafere shall be Cen, 
— te the Personnel Division on Personne] Action Request in triplie 
cate, initiated by the appropriate office, 
4 33s Sawwe Administration | 
 @e Regular fulletine employees and temporary employees | 
of the Agency with & regular tour of duty compensated on a 
per annum besis will be paid in accordance with the following policys 


wr TIUEN 
i 
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(1) Enirenge on Duty Salazy 
, (a) New appointments will be made at the base 
; salary of the grade. (transfers, promotions, demotions, 
| “resctmloynent, and reinatatemonts ase not new appoint} | 
Fo ents withan the meaning of the requirencnt. ) 
Sel (b). Employees appointed by transfer, hetaetatee 
ak or Den eon to a pood tion of the same grade 
| will be permitted to retain periodic pay increases 
previously received. 
(ce) Employees appointed by transfer, reinstates 
ment, or re-employment to a position in a lower evade : 
. | than last held will receive salaries fixed to allow 
: : | | eradit toward withinegrade promotions for all. service 
in appointment grade and higher grades. 


7 | ~ (e) Determining Sodery in in Cage ot Eromotion | 
| : : oat oe (a) hon an. “employee te Promoted to. a 5 higher g grade 
| ‘position, he wild be. ‘compensated av the: lowest Tate oF ‘such 
higher grade, wntoh exoeeds his oxteting rate of compensation 


by not Yess ‘than onewstep 4 inereaso soe the gate from which 


promote ds. ences: } 
verre meaner ore wer enpaeyer” WES EST PPV CA Cay eevee 


Py change to a lower grade is promoted, his salery will 
| be fixed 80 af to allow credit. toward withinegrade 
| - . ey. ; promotion for all previous service in the gerade to which 


| ; . a3 he = es pronoted or for service in any higher grades. | 
oe oe eee 


(3) Doteratn ag Sel ary in B ie ase Gy 


Ch : ings to Lover Lower G Grade | 
(a) 16. ‘determine ‘aalery. in case of . ohange oe 2 4 


My 


7 : lower grade, + ‘th @ émployee may ‘bo. elven orodit for al 

service previously ‘performed in ‘the Tower prada, ‘and in 
any higher grades: previously helas “te the employed. 

: selory in. the ‘lower grade is within a one stop range | 


of his: former rate, he will ve compenseited at the stop 


i the 2 lower _grade which 4. nearest } his. present salary ee 


ht rag ope une tlnetbeerecone Feeenee cptaatense 
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roy IEINE NY THAS 
VA ou ae 


ay 


(b) Exoeptionas The policy outdined above 
doos not apply in the following types of cases: 
je Fmployacs whe have earned meritorious 
spay ares An employee who has beon given 
a withinegrade pay increase because of especially 
noritorious sorvice or as & revard for superior. 
accanplishment will be permitted eat the time he | 
49 demoted to retain one atep for each such 
advancenent. | 
Be ‘Employees who change to lower grades 
to accept probationel appointment. If she change 
to a lower grade ia duo to exployee's desire to 
sxecept probationel appointsent, he will be 
compensated at the step in the lower grade are 
is nearvat (but not in excess af) the present 
salery tn the higher g ecaide' 
| 3. Employees who were changed to lower 
grados for disciplinary. POABONe if the expseo 
As chenged to e lower grade for ddociplS-OF TEAHONS y 


his salary rate will be sot at the 280 of the grade 


to which he is demoted in tng “oen0e of specific 


provision to ‘the contrary” | 
stect for classified cxployoos 
b. ‘The salary paliey & 2; 
vy ot wi bh 1 respect tor (1) entrance on 
also will app oO mg 
yw change to lower grade, (4) probationel 


1 
gine Sada eae ve 


pee Hi are us 


: c* duty, (2) prone 
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appointment, and (5). disciplinary action. ‘The term “atep 
“Anerense" wilt be ‘used for unpraded positions eo lisu of 
. “periodic pay inerease" for classified positions, 
(1) An employee tranaferring from a classified position | 
, | to an ungraded position will do so without loss in salary 
: : | .. unless his olassified salary was above the top step of 
the ungraded job ‘to which he is belug assigned, 
=, Ms | (2) dn ungraded employes uho receives 2 conduct and 
: | efficiency report. of Satisfactory or higher will receive _ 
| | % a step incrosse after the first six months of ungraded 
= | | service end annually thereafter until the top step has been 
; | reached, the salary for employees transferring between 
graded and ungraded positions will be detormined after 
| — considering the waiting period elavsed and whether or nob 
, en equivalont increase is involved, , 
(3) An employee in an ungraded position will have 
en opportunity to earn step increases as a result of nerd tor 
ious service and superior accompliehmonts be. 
| EAT Gareer Venpienent 
&. The career nenagenont program of the agency is designed 
to provide fron withing 
(1) A source of well qualified individuals to £411 
vacancies as they occur. 


(2) a syaten whereby individuals may quality and be 


| meta to more responsible positions through training end 
development within the Agonoy, 
~l}~ 
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a. aa | | b. It is Ageney poltey that vacancies will be filled 
7 | | : | by the best: cualified omployee available within the Agency, 
«the basic considerations for promotion will be proven ability 
5 PS and merit. 
: | | Ae Forgomne), Status Reports | wis ol 
! a. Aasistat Directors and Staff Chicto dat submit to 4" 
the Personnel Division a Personnel Information Aicew yall oes “4 fo dvs soy 


‘97667 when an onpleyee: 7 : i 
(1) Chenges his narre, home or office address, or — ye 
home or office telephone embers | 
(2) Is soperated fron the Agency by beuaepany resignation, 
or onters the militery service from civilian employment. 
| b. In addition to the shave @ Perwonnel Status hapont Com 
Hos—SoeP) Ay be submitted following way change in an 
employee's marital stetus. The original of the form will 
be routed to the Personnel Division and a copy to the Chief, 
Inspection md Seourity 5; beep « 
jp je Jemalnation ond Pinel Gloarance 


a Each employee will obtain clearance pricr to final 


eae . payment. Clearance will be obtained on 8 Final Payment Clearance 
‘Sheet ee 2: an employes ia being terminated, 
| | leaving for oversens duty, granted leave without pay for a 
period in excess of. 60 galendar days, or being transferred 
| [ to or from an omeduchered fund stetuse 
: be ‘the Personnel Division will be notified by. Personnel 
| 7 dation Request at least one weok prior to the effective. date 
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CONFIDENT!” 


of the request. Upon. receipt of the Personnel Action Request | 
the Porscunel iit Take necessary arrangements for an oxit intere 
view and for final clearance, will direct we employee to the 
Inspection and & Security Steff for seourdt; clearance, and will 
then obtein the additional roqutred clearance by telephone, 
obtain the employee's sienat ture, ond ‘dircat. the employde 
to deliver the form to the applicable payroll office, hen 
the euployeo is unavailable all action indicated will be 
taken except procurement of the euployeeb signature, | 
d. The Chief of a field office will: | 
(1) Deebrief the enployos. 
(2) Qa the Final Payment Cleerance Sheet complete 
cortifica tlon blocks “office to waich assigned” and 3 
"Security Branch", 
(3) Obtain erphosse'? signature and forwarding 
addrens 
(4) Forward the forn to the Personnel Divisions 
through established channels, | 
(2 le Tose regulations wild govern generally all personnel 
actions of this Agency, both overt and covert, and Will be 
applied to the fullest possible extent in carrying ont specific 
provisions of. Confidential Funds ‘Regulations covering covert 
personnel actions. 7 
R. H. HILISNKORTTER 
Rear Admiral, USN 
‘Director of Central Intelligence 
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‘PERGONMEL DIRECTOR: et StS DATE 
I do (not) con 


BUDOET OFFICER 


hsenenotmaa DA 
I do (not) concur SSS 


CHIEF, SPNOLAL SUPPORT STAFP | “pare 


I do (not) concur 


CHIE, ALMINISTRATIVE STAFF DATE 


- Ide (not) econeur 


TE, 


CHIEF, PERSONNEL, SSS 


, ATT 
I do (not) conour | 


CHIEF, PRASONNEL, ADMIN. STAFP__ DATE 


T do (not) concur - - 


GENERAL COUNSEL DATP 


AA RII 


I da (not) conewr — 
catch Seana A AR 


Cha | Nas c - Say ~~ cere bencnrrnmnsonin 
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| ' Mk . ; : : i OSE R eer Asees Py : e 
' . : ns . EgReE if WE Ww errs : 
| Py ho ek CENTRAL INTELLIGENCE AGENCY : 
eg a ate ae: . . Washington, D.C. 4 
vee: ADMINISTRATIVE INSTRUCTION 18-Nevember..1949 
ees NO,’ | ean ; ! 
! ", 25X1A | _ ; 
| ’ _—_ SUBJECT: | Personnel Policies and Procedures: : 
| -25xX1A RESCISSIUNS: Administrative Instruction dated 17 August 1948, : 
| 7 . Administrative Instruction dated 25 March 1947; and 
i | Administrative Instruction dated 11 August 1949. 
| ( | 
25X1A REFERENCE: General order SRR (evisea) F dated 5 October 1949, 
1. General Policy 
; z. = Be " Authority is delegated by approved statements of 
4 : . factional responsibilities, Separate specific delegations, 
: | f ; and this Instruction to only the Ageney officials listed : 
, ; | below to act on personnel actions (appointment, employ— = ' 
| ment, classification and reclassification of positions, | 
[ 
i. promotion, demotion, transfer, and separation of individuals) 
; . . | 
| for the Director: | O 4e | 


“Executive 
Deputy Executive 
Personnel Director | - z a 
Chief, Administrative Starr 

Chief, Personnel Division, Administrative Staff 
Chief, Special Support Staff - ‘ce * * a ie 
Chief, Employees Division, Special punners Stat i | 


Designated subordinates of the above listed officials. 
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ee _ | be Offictals and employees not listed above are 

| prohibited from discussing personnel actions with 
| a | individuals to whom such actions will apply, anit the 
prior knowledge and approval of the appropriate official 
Listed above. Such approval will ir no case include author~ 
ization to make commitments of any nature for actual omploy- 
ment or salary level, Violation of this policy may result. - 


in the immediate dismissal of the individual guilty of the 


violatign. Es ppwinlnah an porter Bt Aaa = 


Ae ne ce 
3 : =! . a, Officials and employees of this Agency, including EN 
_ those listed in paragraph la above; are prohibited from cs % 
| | | 7 discussing employment possibilities with any employee of 1 ; : 
| any other government agency or employees of the Congress _ a : 
without the presentation of a written release for such | a a - 
discussion from the employing agency of the individual ks : 
concerned, | | & < , ; 
: | | _ b, The policy stated in Dama eMeon 2a above will also & : 
a : | | | _ apply: to intra-agency transfers between Offices and x 4 | : 
| | | taff Sections, except in connection with the application “g & : 
| of Agenoy career management policies ‘by authorized officials a = a 
listed in paragraph la above. | 
f a es - 4 ee It is expected that other government agencies will ! 
| | observe a reciprocal, non~proselyting policy in dealing with : 
: _ CIA employees. Such employses who obtain paaloymen with : 


other. government; agencies without obtaining prior release 


may ba required to resign in order to scoept such cmploynent. 


be ehnhead mtnitta as SEA oss Cade RE a ad a Bat eh ett 
Acai cite Rage ith Gate 3 oF fs 


Approved For Releese 2001/09/04 : oe Bers! -00728R000100010005-8 


ee tense 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


ome fe Paps fy Pine o, ott a , am 
a : : 
a 


' Oar HEE { in oe 
3. Definitions 
a, ‘The furiedint ion of. each of the Personnel Staffs 
of CIA is defined in published statements: of Punopiowaa 
responsibility, in order to avoid duplication of Instruec- 
tions the term "Personnel Divisions" as Mced herein will | 
~ pertain to each of the following activities to the extent 
of its published functions, unless otherwi: se Stated: : 
Personnel Division, Gitte tet ive Stafr 
_ Employees Division, Special Support Staff 
- b. IAC personnel are those individuals detailed for 
duty with CIA from the State Department or the Deantient 


of Defense. 


c. Departmental Service includes all positions in the 


headquarters or central office of the Agency. 


nw All inquires, cither written or 
om , wk eenot, Lowm Tees of Netrenal Po li ticu/ fv fies 
verbal, fron members of the Congress areceiyed by any individual 


or activity of as Agency will Be immediately referred to the 


General Counsel. for action and proparationy of reply. ‘The 


General pouecs is responsible es adecuate coordination in 


oO each case prior to preparation of reply. 
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“aie seme 


“Be : * be General Responsibilities of Personnel Divisions “Under 
rege the policy guidance of the Personnel Director and the direct — 
; supervision of the Chiefs of the Administrative and Special 
pepe Staffs, the Personnel Divisions are responsible for: 
‘as Procurement, placement, processing, appointment, 
‘promotion, demotion, within-grade advances, suspengion, 
: ; 7 and termination of individual employees. 
| by ‘Assisting the Personnel Director to establish qualifi- 
“cation standards for all positions. 
ec. Recommending position classification for all positions 
| ~ | . - to the Personnel Director. 
oN | d. Assisting the Personne) Director to establish salary 
administration, efficiency rating and career hanagement 
programs, and for carrying out sich programs when established, 
a e, Maintaining a sierent record of authorized vacancies 
and approved procurement requests against such vacancies. 
i: A | : f Establishing personnel procurement priorities, 
&. netntainine eoneinuel contacts ith potential personnel 


‘procurement sources. (aperph by dda Gptetoubesit a Pertarvnl Dantchied 
| h, Exclusive liaison with the 1&s Staff, relative to 


personnel security ciecks and clearances, All requests for 


initiation of and information relative to status of personnel _ 


a 
Ri 
fi 
Br 
3 


a 
FE . 

.t 2 
& 
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‘security checks and clearances will be channeled through the 
Personnel Divisions. 
ers ‘Establis shing personnel training programs within . tah 


| specifically authorized limitations. — a . se 


{des ie ete 


: feet nee oe ves wore wt te : PE Ett tee ee nem oat op ime canton AMAR OE tea 


mp rernansy as ty 2 


een nar tnn tenn eet en AA RC eNO PE Ta NYO AEST RNS te mE Meme 
eee pose 


established medical standards. Inasmuch ‘as the signing of a medical waiver — 


regulations of the Employees Compensation Commission, no waivers of physical 
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agurinesyy nt 


Od bua! ame a wibon 


Je Establishing and maintaining retention ropisters Ie 
for reduction-in=force procedures ; ; 


Ke ‘Reviewing and acting on all teeta actions 


Sr sgatr Sette sets 


which ate signed and DES by Assis vant Directors and 
Start Chiefs, 
‘le (2) Talcing final action on personnel actions 
involving grades GS-12 and below, except when there 
are anneyoived disagreements with Assistant Directors 
o Staff Chiefs concerned. 
(2) Recommending through the Personnel Director 


to the Executive action on personnel actions involving 


grades GS-13 and above. (S4u faa t - Aefe. edie) seunastarrtiy 
prrttehted 6S tt Autre dAnprre s 7 he & paaerdering al Adhd 
(3) dekerning all. personnel actions through the “ey, 


Personnel Director to the Executive Mode there is Ne 
unresolved disagreement with the lesestant Director % 
a le on, pears Chief concerned, ~ 


bpm fate abihanade CT Pod hte 


}- im and qualifications of Canes 


qe 


a. ‘The basis for all personnel actions in the Agency 


wild be individual qualifications and relative merit. 

Personal considerations, family relationships, favoritisn, 

and external pressures: or considerations will not be 

permitted to influence such actions. Assistant Directors : 

Steff Chiefs ean sae of the officials listed in paragraph 
el above are personaly. charged with insuring that this 


eiiar is. effectively exercised throughout the euoneys 


4 : 
fe 
a 


sewmmene ei ae ‘ . : iclbin Mipter deh Ss 20Gi ae ae dteaiae I ae ce 


6. Medical Standards 


' ‘Initial appointment or reassignment to all positions are subject to 
by an individual does not relieve the government of its liability under the 


requirements will be granted. 
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-DOURIDE! tial 


be Determination of relative merit and qualifications 


RR OND GR ta eenen pening anee, 
Pa 


will. be based on demonstrated ability, personal industry, 


integrity, loyalty, Jenpthy, of service, eeneral officiency, 


-and background of experience and education, in comparison 
brea , 
with other, employees in oimilar fields and grades, 


ec. Supervisory personnel at all levels must become 


: throughly familiar with personnel under their jurisdiction 


to insure the just and objective administratiee of this 


policy. 
8 ~x, initiation of Personnel Actions 


ae Assistant Directors and Steff Chief's are responsible 


for the initiation of personnel actions on individuals under 


their jurisdiction and for the routing of such actions to 


the appropriate Personnel Division, They may designate 
such/ individuals within their organizations as may be 
donned aoxea desirable to sign and forward such actions, 
The names of individuals so designated, and any changes 
in such designations, will be communicated in writing 
to the appropriate Perdénie? Division, 

be Each nevsorasd action Peguiving Aesioa by the 
Executive will be signed personally oi the Assistant 
‘Director or Staff Chief concerned. 

gq e Relations with the Civil Service Commission | 

re the Classification Act of 1949 exempts the CIA 

from its provisions. As—~e-nesedi, Gur peesonney program, 


CONFIDENTIA 


pebrin Etat S 


omreeaee-cer tater ene mera tanta erent ene me toon Hf oe 
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a . ge 
~ BINFIDENTYE 
inoluding position classification, appointment, promotion, 
ebce, is carried out within the Agency without {Cava Service 
‘Commission review , a 
ws PR seine Te, ili has signed a written seitenedt 
with the sCavel Service Commission to adhere strictly to the 
provisions of the Class sification Act in administering the 
Agency sepeomet program. The Civil Service Commission 
also has agreed to provide advice and guidance whenever 
called upon to do 80. | 
“pyle The supervisory and review funetions previously 
exercised by the Civil Service Commission have been 
delegated to the Personnel Director and his Staff for all 
Agency personnel natters, regardless of their security 


classification. 


[o %. Appointment Policies and Procedures 
a. Positions are filled by direct recruitment rather 
“than by certification from the Civil Service Commission, baat 
diouovax,-posibione-mrefetted | in accordance with established 
Civil Service procedure. | 
b. The following pera is established for effecting 
appointments to fill vacant positions: | 
(1) An individual without prior Government service 
will be carried in a trial period status for the first 
“full year. 
(2) An individual with prior Government service 
who’ has served under war service or excepted appointments 


will be oe to serve the first six months in a 
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(3) An individual with Civil Service status will 
be appointed by transfer or reinstatement without any 
time limitation or trial period. 


Ce During the trial period an employee will receive 


a 
Aw. 
3 
3 
4 


the special attention and instruction required to acquaint 
him with his duties and to develop his ability to perform 

: his work in the most satisfactory manner. After a fair 
and full trial period an employee wil]. be terminated if 

his services do not moet Agency standards. An employee 
with veterans! preference or Civil Service status will 

be decoded all rights and privileges granted him under 4 
the Veterans proreseycs Act of 1944, as amended, and : 
Givil Service aise zad regulations. (These privileges — 

are subject to special final authority granted to the 


— abr hed here — 
d. The following procedures are established for 


j 
i} d 
| | , Disee the National Seéurity Act of 1947.) 
| [ 
| 
processing individuals for employment within CIA: | 
(1) Assistant Directors and Staff Chiefs shall 
transmit & Recruitment Request$BermrNer-3#eG> 
the original aa three copies to the Busta: 
hee e Division as erequisitionsto fill as authorized 
vacancy” A Personnel Action Request (Form No. 37=3 
|: : or 37-1) in quadruplicate shall be forwarded to the o 


Personnel Division as a requisition cd actual employ= 


ment of an individual. In order to initiate security 
clearance a Personnel pun peguees may be submitted | - 


against. a position currently filled, providing the | a 


‘Aniaseeste sen 


Under certain conditions, it is possible for employees. to achieve permanent — 
Civil Service status while ‘serving in this Agency. The Standard Civil 


. Service regulations will be followed in each instance, after initial 


aaa ne ne eet htt 


‘clearance has been received fron the Persomel Relations Branch, Personnel 


Division. 


. - 
feos atone ere bene teat ntenei 
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po HEINE 


office concerned informs the Personnel Division on the 


i : “Pes . | form of the approximate date that the present incumbent 
wild vacate the position. 


(2) An Application for Bederck ee {Ssendard 


; . a) 
MG i o 
. : wt 
| by &3 Poars3) and a Personal History Statement lermedHer-stet. 
| if 2 will be obtained by the Personnel Division and forwarded 
i a ; with a Referral Sheet Permtiess7e9e> to the appropriate 
7 o § a 
: es . z office. (i the office is interested, it will indicate the 
; Ce ee a 7] 
j = i i ” position, ve-wrteh the individual artt-be~eneiguede Ci Heod helt t 
PF 
i 3 4 (a) Final selection or rejection of applicants 
i : g C4 
‘ B.S for positions above grade GS=5 or equivalent shall Masia 
a @ a 
! : (sj 
io . © rest with the appropriate Assistant Director or P . 
{ : a ss tots bet ia de® Ad Beta. trbcadsatia AdAMbial by Abs preardgrente Ob etarrtoging, 
7 q+ 0 ‘Staff Chief, However, the Personnel Chiefs may 
pe en oe Aha the aoe dD lateler, complied ote 
‘ ae refer to the Executive,rejection cases’ which they 
: ai 9 
i q . believe are not warranted. 
re >) o E 
: Bs # (b) Final authority for the selection and 
: ee 2 
; & g assignment of an employee in grade GS-5 or equivalent 
: H s le and below, shall rest with the Chiefs, Personnel 
i a - | 3 : : 
: i a 2 | Divisions. 
(og oe | 
a or ae (e) ‘An assignments are subject to the security 
B i a 
gf 4 © one i : ‘ 
L a ne i pee of the Inspection and Security Steff. 
p | | (3) Upon the receipt of a Personnel Action Request 
& ig 4 
4 : 
: ‘the Pereoune! Division will make an offer of employment 
. eae | to the individual sencerned (aabseet to satisfactory 
a i | 
it me 4 
: } : i 8 security clearance), ana upon indicated accep tance will 
. initiate action for security clearance. 
4 
i i Fare 
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a | } 

[] CONFIDENTIAL 

. (4) The Personnel Division will notify the office 
i concerned of the failure of an individual to receive 
a security. clearance ond will. take appropriate action 


i 
a 
He 


to inform the individual of his rejection. 
(5) se-Breentive-en Fi Personnel Chiefs will 


E | —  gontiact per individual (including detuiled IAC 


personnel) relative to entrance on duty. An individual 


assigned to a personnel pool will be instructed to 


report es duty by the Personnel Division, following 

security clearance, Each individual (including | 

detailed TAG personnel) reporting for duty will 

present to the appropriate As sistant Director or 

Statt Chief a written notice from the Personnel 

Division stating that he has been fully sheared and. 
ssigned for duty. A copy of this notice will be furnished 


the Inspection and Security Staff by the Personnel. 


Division. 


| Pataca D i 
amay give verbal authorization for entrance on duty 


In extraordinary circumstances the Executive w & 


ae | after assuring dewedt nee all required processing 
has been completed. No individual will be accepted 


for duty unless one of the above provisions has been a as 


FETT LAGE NATE RAMS ETERS RLEAN KALLE HC RUMOR TA ale ME do mms ener net nett rp teeneronltn 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


aE 


Fat EES are er hi 


Rpproed For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


ou IDENTIAL 


(|e prémotiion Poldates and ee 
a An employee may - promoted to a higher grade subject 
tor | 
(1) Existence of a suitable vacancy. 
(2) Complete qualifications of the individual — 
for tho vacancy. | 
(3) Completion of 90 day detail period to position 
GS-7, or above, Inewitent ¢ . of positions lower 
than GS-7 must have assumed the duties of tho position 
Ag which Mey are being promoted, Prior to the time | 
of detail they sins meet testing requirements and 
qualification standards for the recommended position, 
No employee shall be detailed to a position allocated 


higher than one grade akove the pop ition which he 


currently occupies, ‘These stipulations do Ot constitute | 


a barrier to promotion of an individual whose position 
has been reclassified to a higher grade. 

(4) Submission of a Personnel ree Request ta 
the Personnel Division indicating the exact position 
and the date the employee is detailed in order that 

he may receive credit for the detail period. The 
form must indicate the eivecated position that will 
| be occupied, | 


(5) Evidence of an efficiency rating as follows: 


(a) GS=4,y equivalent, and below = Good or better for 


six months preceding promotion 
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CONFIDENTIAL =~ 
| (n) CS=5 through GS-13 or equivalent - Very Good or 


Excellent for six months preceding: promotion 


(c) GS-14 and above - Excellent for one yoar preceding 


promotion | 
b. Promotions. are limited to one prade exfept in cases | 
where no. intermediate grades have been recognized, 


c. After considering all the factors indicated above, the 


recommending and approving authorities will use the following 


table as a guide in determining appropriate time in grade for 


promotion purposes: 


ETC! Cet OTA ata in fee nena cantina tepemetsinee: sesceaee 


GS CPC Time in Grade - 
a, +a | 
a 2 3 months 
3 3 
4 
tere enensateeanenteyenaraenensteternenarentncnerteinnptnete renege ACD SAD eT i ne 
4 5. a 
5 6 6 months 
6 tb 
7 8 
8 9 _ 9 months 
Gg | - 
10 12 months 
ee 5 oe 15 months © 
12 3 _ 18 months : 
ee Ra arte tes eevee enhnsansten-ts ware 
13 al months . 
ea LTC th te A nett oe cintnnea 
14 24, months 
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Loe 


 peerneny yt 


ont 
d, Assistant Directors and Staff Chiefs shall forvard 
to the Personnel Division a ‘Porsomel Action Roquest containing 
sufficient information to indicate compliance with the policies | 
defined in paragroph Wabove. 
e A request from a field station for 8 promotion must 
be accompanied by a Position Description berremmeteerti—trorm is) 
prepared by the employee, which outlines the dirk4es and 
responsibilities being performed, together with remarks 
and certification of the immediate superior, In the case 
of a proposed position in the field service the description 
will be prepared by the individual who is most familiar with 
the duties and responsibilities to be performed. The 
description must include: 
(1) Pactual description of the work being peeformed, 
(2) A statement of degree of difficulty and responsi- 
bility inherent in the position. 
(3) An account of the nee and extent of supervision, 
independent oes and seodetans exercised by the incumbent, 
| ee. Upon receipt. of a request for a Puonobigs in the 
departmental service the Personnel Division will audit the 
pepenern involved in order to determine the level: of difficulty, 
- nedponsibility, and grade at which the individual is perforn= 
ing to ascertain whether he should receive a promotion, 
g. “An employee occupping a. classified position will be 
advanced to the next higher step. within his grade, providing | 


Sv weeks 
that he has twedve~menths of service without an equivalent 


Weeks 
‘increase in pay for grades GS-10 and pelow or dLapseti ont 


Service for: grades GS-11 and above, In addition the | 
— GORPREN er 
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AANA Habe oe AOL Shien tha Cas apd nda adm aie! BFE RR ASC ICC Se 


TESA he an ah age Lae ae a ne et emer con so to ene eee tate ee aia dih teers 


1 SRO e esc 
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anoles must have a seat efficiency rating of Good or 
“better and a satisfactory donc roport. | 
pv ae ‘tntradAveney Transfer Policy 
* A Personnel Action Request for intra-agency transfor 


will be prepared by the ffice to which the employee is, 
“Attitude UE tet nel UtR Th, 


4S Ss Hy. US Goo Ant nto SL, i 
(3 12. Assignment of TAC Personnel ov 


Be It shall be the responsibility of the receiving office 
to initiate a completed Personnel Action Request on all IAC 
personnel (including citation of the allocated position). 
b. ~The Personnel Division will initiate a request for 
Peres? clearance. 
ce. Upon fseenes of security siseranes the individual will 
be selian to duty by the Personnel Division and will be assigned 
to the requesting office. | 
d. IAC panaennl “wall not be allowed to work in restricted 
“Yullldings until they are given a gkatenent by the Personnel 


Division certifying that all provisions for assignment have 


been met. | . ae | 
- Sty eH 


Ceo Separation a eras transfers shall be reported 
ile ee , j | : 
to the Personnel NZ, teed Action Request in tripli- hag & 
eae ae 3 aus 
cate, initiated by the appropriate office. to oy ; ane. 
alary Adminis ration nl oe ht apparpaiale i 


ee Reguler full-time employees and temporary employees 


e \ 


of the Agency with a regular tour of duty compensated on.a 


per annum basis will be paid iin accordance with the following policy: 
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Noe 


(1).. Entrence on Duty Salary 
(a) New appointments will be made at the base 
salary of the grade. (Transfers, Lsenatlond: demotions, 
re-employment, and reinstatements ave not new appoint- 
ments within the meaning of the requirement.) 
(by. Employees appointed by transfer, reinstate- 
ment or re-employment to a position of the same grade 
will be permitted to retain periodic pay increases 
nmowlously received. 
(c) Employees appointed by transfer, reinstate 
Spat or re-employment to a position in a lower grade 
than last held will receive salaries fixed to allow 
credit toward withine-grade promotions for all service 
in. ‘appointment ; erade and higher grades. 
cane (2) Determining Salary in Case of Fromotion 
(a) When an employee is promoted to a higher grade wosition he 
will be compensated at the lowest rate of such higher grade Which exceeds 
his existing rate of compensation by not less than one-step increase of 
the grade fron Wibeh-prouoted: 
(b) When an employee who has Seeydousiy sssiged 
a cienge to a tenes grade is promoted, his salar will 
be fixed so as to allow credit toward within-grade 


promotion for all previous service in the grade to which 


he bs being proagtes or for service ; in any higher grades. 


(s) Detern ning ‘Salary in Case of Ghange to Lower Grade 
(a) To determine salary in case of a change to. lower grade, the 
employee may be given credit. for all ‘service previously performed in the 
lower grade and: in any nipree: grades. previously helds If the employee's 
‘salary in the lower grade is within a Sug <8? range of his former os 
ae he ‘WiLL, be compensated at the step in the lower grade which is nearest his i 


ane present salary. 


ibiacsnarde sips Sarebnbevidan eo mionasenid: 
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— GEHFIDERTE 
grede-and-in.any~highen-grades-previeusiy-held, 
(b) Exceptions: ‘The policy outlined above 
does not apply in the following types of Saaca 
1. Imployees who have earned meritorious 
pay increases. An employee who has been given 
a within-grade pay increase because of especially 
meritorious sorvice or as a reward for superdor 
cee anstiainant will be permitted a the time he 
is demoted to retain one step for each such 
advancement. 
2. msrovees who change to lower frades 
to accept probational appointment, If the change 
to a lower grade is due to employee's desire to 
accept probational appointment, he will be. 
compensated at the step in the lower gerade whibh 
is eats (aut not in excess of) the present | 
salary in the higher grade. | 
3. Employees who were changed to lower 
Brands for aieoiblinany reasons. If the employee 
is changed to a lower grade for iaeaeey reasons, 
his salary rate will be set at the base of the grade 
to which he is demoted in the absence of specific 
provision ‘to the contrary, | 
be. The salary policy now in effect for classified employees 
also will apply to smdifatiot ait Veapest teh: (1) entrance on 


duty, (2) promotion, (3) change to lower grade, (4) probational 


n -16— 
rpurineeysss 
GURPIEE rae 


ONO te MEER SEAN SYSTEE TENT STORER ETCH to OSE VATE Nee PENAL meas anno: epee en ON ANE tee 96 kip 
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appointment, and (5) disciplinary action, The tern "step 
increase! Will be used for ungraded positions in lieu of —: 
"periodic pay inerease! for classified positions, - 
(1) dn enployee transferring from a classified DoRstion 
; to an ungraded position Will do so without loss in Salary 
unless his classified Salary was above the top step of 


the ungraded job to which he is being assigned, 


(2) An ungraded employee who receives a conduct and 
efficiency report. of Satisfactory or higher will receive. 
a step increase after the first six months of ungraded 
service and annually thereafter until the top step has been 
reached. the salary for cutoveds érensferring between 
graded and mnereded, positions will be determined after 
considering the waiting period elapsed and whether or not 
an equivalent increase ia involved, 

(3) An employee in an ungraded position will have 
an opportunity to earn step increases as a result of meritor- 
ious service and superior accomplishments. 


)S he Career Management 


a. The career management program of the Bgency is designed 


to provide from within: 
(1) A source of well qualified individuals to fill 
vacancies as they occur, | 
| (2) A system whereby individuals may qualify and be 


promoted to more responsible positions through training and 


development within the Agency, 


3 Sinneecumreerwmtr tee det he wee nN UE BRS USD OES 
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me dich : as ROM rie TIM 
b. It is Agency policy that vacancios will be. filled 
by the vest cualified ‘employee available within the Agency. 
‘The basic considerations for Sanson will be proven ability 
and merit. | | | : 
lb pf Personnel Status Reports | = | 
| | a | ae Assistant Directors and Staff Chiefs shall submit to 
| fe . . the Personnel Division a Personnel Information an (Fe: orm No, “ee 3 
bys ge with Copy ty (+5 Stott 8 
37—6) awhen ey employee: | 
(1) Changes his name, home or office sfuress; or 
home or office telepnené number. 
(2) is separated from the Agency by transfer, resignation, 
or enters the Military service from civilian i eam | 
De Tn addition to the stave a Pergonnel Status Report (Form 
No. 38-7) shall be submitted following any change in an 
employee's marital status. The original of the form will 
be routed to the ere Division and a copy to the Chief, 
Inspection md Security stop 7 
ier (7 Js. Termination and Final Clearance | 
Be | Each employee will obtain clearance prior to final 
payment. Clearance will be cpbeared on a Final Paynent cisasance 
Sheet (Form No. 34-30) when an eimployee is being terminated, 


leaving for overseas duty, granted leave without pay fora Mg a ! : 


period in excess of 60 calendar days » or being transferred 
to or from armeastic! fund status. 
be The Personnel ae will be notified by Personnel 


otion Request at least one week prior to the effective date — 
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of the request. Upon foseine of the Personnel Action Request 


' ; \ 
. Division . . i 
the Personnel/w make necessary arrangements for an exit inter- ay 

a 
view and for final clearance, will direct the omployee to the ed 


Inspection and Security Staff for security clearance, ‘and will 
then. obtain the additional required clearance. by telephone, - 


obtain the employee's signature, and direct the employee 


to deliver the form to the applicable payrohl offices When 
the employee is unavailable all action inddeatad will be 
taken except procurement of the employeeb signature. 
ce ‘The Chief of a field office wills | . ay 
(1) Desbrief the employes awl arg doh momen trantond 


wi CAR tbe And ce by, e/e. 


(2). on the Final Payment Sibecine: Sheet complete 
certification blocks "office to which assigned" and 
"Security Branch". | 

(3) Obtain emloyce's signature and forwarding 
sdiieees | 

(4). Forward the form to the Personnel Division 

* through established channels. 
($A, These regulations will govern gonerally all personnel 
actions of this Agency, both overt and covert, and will be 
applied to the fullest possible extent in carrying out specific 
provisions of Confidential Funds Regulations covering covert 
"personnel actions. 
R, H, HILIZNKOETIZR 


Rear Admiral, USN 
Director of Central Intelligence | 
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PERSONNEL DIRBUTUR ohio DATE 


I do (not) coneur 


BUDGET OFFICER 2 
T do (not) concur — eS 


CHIEF, SPHC TAL SUPPORT STAFF 2 
. T do > (not) coneur 


CHIE, ADMINISURATIVE STAFF wt ie 
I do (not) concur 


CHI’, PERSONNEL, SSS ele DATE: 


I do Gans coneur 


CHIE, PERSONNEL, ADMIN. STAPF 


= ‘do (not) concur 
vA | aie ' 
NERAL COUNSEL, = DATE 
I do (not) concur . 
(ls 


2 


f 


se ee e 


- Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


paca mcenann hata 


25X1A . 


ILLEGIB 


29X1A 


25X1A 


25X10 


25X1A 


‘ 
v 
i 
iy 
8 
£ 
oe 
& 

f 


REP: = Actaiainérative Toatrnetion 


- MAR/p1 
ce: Subject rie” 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 | 


acc se TAL 


9 Ney 1950 


tor sé hw, Administrative state 


Cited, Spacial Suppers starl 


PROM innagament Offioer 


SHAPE 8 Onna vets & one) tieteaon feraination Clearances 
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le anfotn Wrosth to mys atiestiow tue asad Cor « prosecute whereby 
aparationsl liaisen contacts ontnidiaied for CTA employoss Bil) tom 
serninated shou the amployos leavea CTAs 


%- Inclusion of olearanes with Linigon havision, OGD, by your . 

offiags aa an additiensl step in terainetion alearences eppears logisale 
Srovietons Nor ashewing this actloa om Scrm Soe Sé080, Maal Payment 
dlegrance chest, will me inoluded ta the auxt reviaien of the form. 


Be A mombor of ay Qual hee arramced with at: Personnel 
Divialon, Adainistrative stafy, ond TT oc Saployesa Mvision, 
Speoieal Suppers Staft, fer evteblisaicg clearaese proosdureay with Tdalson 
Mviaton, GE, in those Casta adhere costaot tersination clearance La 
requirdie ; 


&e A diractiwe far Laslugle: of opuratlosal Ueleoa termazlnatian 
unler the provision of paragsaoh If, Adainiatyative Iaytraucsion 
iz belag inaued ts Sins hg ‘Sine AGUA BRMeRDL Gs 


COW Tak 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


Tie Saeed erae cere 


ae 


SHEE TIN 


Ee creer eT ERS EI OT IO Ne ett YER EERE A TI lh TN RE, sen PE 
i > : 
i : . 


to ORAS os: 


os 


- 25X1A 


Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


is CONFIDENTIAG 


ai April 1950 


MEMORANDUM FOR: MANAGE: OFFICER 
FROM: Assistant Director, OCD 


SUBJECT: Termination clearances 


1. Attached draft, which I shall not use, does point up a 
situation which should be straightened out. | , 


2. It is easy for Offices to neglect to inform Liaison of 
individuals who resign, (and it is for that reason that I am not 
going to send this proposed complaint to OSI), but it is a fact 
that if Liaison does not receive such advice it cannot cross a man 


off the liaison lists. It would be easy for such an incividual to_ 


continue his lieison nctivities, still being accepted as a CIA 
employee, long after he had left us. This would be bad. 


3. I suggest that the form which must be filled out for ter- 


\ mination clearance have added to it a check with Liaison Division. 


In this way Liaison would be advised, could cross John Doe off the 
list, and would promptly inform the opposite numbers in the other 
agencies that he was no longer « CIA employ 


CONFIDENTIAL ee 


Son Sabai daatahomin ws 2 tin . a FMA ta ae antennal Sai 1s Neemeaamaperomes she a 
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ea 


Offic Memorandum - UNITED ae GOVERNMENT 7 


TO : Aggsistant Director, OSI DATE: 20 April 1950 


FROM: Agaiatant Director, ocD 


SUBJECT: Operational Liaison 


Reference: CIA Administrative Inetruction i 


1. As you know ocD ig charged with roaponeieiey for the administration | 
of operational liaigon ag set forth in the reference tnstuctions Paragraph 6 
of reference states, among other things , "OCD will be informed of personnel 
changes within or statin CIA which affect operational Liaison contacts". 

2. In the course of recent inquiries, in fulfillment of its function 


under the reference » Liaison Division of OCD learned (by chance ) » that 


; ee: -: whom several continuing and ad hoc clearances had been 


requested by OSI and established by OCD, ig no longer associated with OSI. 
35. It ig requested that the present official gtatug, jtthia OSI, of 
hi. siavieiee.do tise the-teconie which OCD 18 ébliged to maintain, 
in this connection, may be accurate. It is also vequestea that OCD be pies 
advised of future ost pepapniel changes, insofay ag they affect operational 


liaison, as required by the reference. 


a: cour ENTIAL A ier | 
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CONFIDENTIAL. 


CENTRAL. INTELLIGENCE AGENCY 
Washington, D. C. 


25X10” ADEINISTRATIVE INSTRUCTION 
NO, | 21 December 19)9 
SUBJZCT: Personnel Folicies and Procedures | 
-25X1A 


idministrative Instruction J dated 9 December 1919 is amended as 


indicated below: 


25X1A 


_ DISTRIBUTION: A 


1. General lolicy 


HoH Ae a 


be There is no objection to officials of the agency not listed 
in paragraph lea discussing with prospective applicants the possi- 
bility of their availability for employment by CLA. Such discussions 
will in no case include comnitnients of any nature for actual employ-~ 
ment or salary level. i violation of the policy relative to comait- 
nents for employment or salary level may result in immediate dismis~ 
sal of the individual committing the violation. 


Ho we 


| 2. Proselyting 


a Excent as indicated in paragraphs 1.b and 2.d, officials and 
employees of this -.gency, including those listed in paragraph la 
above, are prohibited from discussing employment possibilities with 
any employee of any other government agency or employees of the 
Congress without the presentation of a written release for such 
discussion from the employing agency of the individual concerned, 


5. General Responsibilities of Personnel Divisions 
LP OTS TY ACS SPOS EER OLDS LS TS oe tah ED 


HM Mw 


he sxclusive liaison vith the 1&S Staff (except by the Executive 
or Personnel Director) relative to personnel security checks and 
clearances in connection with initial employment by CIA. «All re- 
quests for initiation of and information relative to status of such 
personnel security checks and clearances, will be channeled through 
the Personnel Divisions. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive. 


CONFIDENTIAL 
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; . | 
| CENTRAL INTE SLLIGENCE AGENCY 
7 7 veshington, D.C. 


| | | 
| 1a ADMINISTRATIVE INSTRUCTION 7 | | 26 October 1950 


: SUBJECT: Personnel Policies and Procedures 


Pending revision of Administrative Instruction a as amended by 
the following instructions will govern: 


a (1) Reqvests for entry on duty of individuals prior. 
to completion of full security clearance procedures will 
be submitted through tno Personnel Dix rector to the Chief, 
Inspection and Security Staff by Assistant Directors and ; 
Staff Chiefs, including essential details of operational | 
justification and urgent need for the services of the in- 
dividuals concerned. : 


| (2) The Chief, Inspection and Security Steff, will 
forward the requests with his recommendations to the mxec- 
utive who will obtain the Tirector's action, 


be. The Chief, Special Support Staff, and the Personnel Director 
are authorized to act for the Director. on recornmended personnel ace 
pete tions involving grades GS=13' through GS-15. Unresolved differences ne 
of opinion between the Chief, Special Support Steff, and Assistant 
Directors ana Staff Chiefs will be referred to the Personnel Direc 
tor. Similar differences involving the Personnel Director will be 
referred to the Executive, 


c,. The Executive is authorized to act for the Director on recom. 
mended personne]. actions involving grades GS-16 and GS-17. 2 


‘de Personnel actions involving ¢ grades GS-18 and the three spe= 
cial grades authorized es Section 9, Public Law 110, as 3s amended, will . 
25X1A be referred through the } necubive to the Director 


i, Ps DISTRIBUTION: 2 .°. WAUREN Be-SMITH. | 
Director ss | 
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